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AN INTRODUCTION TO EBCE 



m^mximn^^BBMmd Career EdUM^ari (EICT) is a fiaidMmtally different 
type q£ aduea-y.OT for leeoBda^ itudanM, Whila sti^iants in 
Uadi^mal pMgraM at^nd fuil-day classee at the high scheal, 
IBCT itudants ipmad a majs^ partias ©f their tiji» leMn^g 
pTOjaets in the OTmtmity. Artivlties in fflffl are tailored to 
individual aae^, afaili^es^ learning stylsi and goal^, and students 
are gyidad in teeir_leMniiig thrf5ugh agoing relatisnahipi witii a 
vari ety o f wri^ng adults in tea oossntmity* 

trough real world intaractions with aduita, mm itudenta laarn 
ab©ut careers^ about life, about other people # about thmealves, 
la addition, stiadenta leam thm baaie skillg of critical tMnking/ 
soienra^ paMcnal and aooial devel^mentr f emotional oi^ris^iship 
and creative danmlopMnt. aey gmiA co^atenoe in tee skilla adulta 
need to ftmction effectively iji a technalogical society, Thmy learn 
to be responsible by heJtoing design their am learning ac^vities 
and by fQllowi^g a set of account^i^ty atrndar^ that parallel 
the standards working adults are exacted to maintain m the job, 

Perh^s most iapartaitly^ students in CTQ le^n hm to learn i how 
to plan le arnin g activities ^ hw to fljad and use resources in the 
cOMitmi^ Bikd how to biy.ld m e^^erience, learning becomes for them 
a 3ifel<mg process with its own rBw«ds directly related to each 
tndividiial ' s personal choices and goals. ' 

THE (CE)2 PROGRAM 

Since the fall of 1972, a modal CTCT pr^ram has been operating in 
ttgard, Oregon, tmdar the sptosorship md technical assistmce of 
tee Northwest Begioaal IducatiOTai Laboratory (Nraa) and with 
ftmding froa the HatiOTal lastitute of IdKicatim (Hra) , Thm Wgard 
vmrsiOT of raCT-^called Cosmaiity Ei^er4an«s for Career Idueatign 
or (CT)2**is a fi^l-tima educatiaial alternative for youth in thmi^. 
jimior and aeri^ high icho. years, Thm prograa serves ttout 10 
percent of tee h.Hgible student bo%^ at 'TigMd High ^^2hoel* 

Thm aajori^ of Adm%t leading takes plara at sites in the souttaest 
Portland setr^L zmn Mea, Itoan students are not pursuing learnijig 
activities in tha soimmi^, teeir hose base is tee (CEJj lea^^ag 
Mnter* Staff at ^e leamiag .CTnter are not taacdiers in the 
tradition^ sense, but facilitatora of student learaing, helping 
students desi^ and follgiir teeir qwn learning plans witein a 
prescrfied cwrlculma and pragrma cco^letim requires^nts . valimteers 
at cOTmmity sites se£v^ major st^port roles in student learning. 
Policies for {m)^ deteralned by a board of ^rector^ cOTp .a^ 
of students ^ parent? ^mployers# l^or leaders and school distri^ 
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representatives* When students laave (CS)^ they receive a imique 
per wf olio displaying theix comflii^ity e^sr lances and accomplishmants^ 
and upon coB^lation of pro gran requirments thay raoeiva a standard 
diploma from Tigard High School. 
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THE EBCE HANDBOOKS 



^iaff^vpn (CT)^*s axperiences^ NTOIL has CQmpiled a five-vQi™e sat of 
^n^doks whish detail hew to set up and operate an ElOE program. These 
handbooks represant threa years of developmant^ ravision and refinement 
of the original EICS models As with any ongoing prograniy processas 
and Baaterials ara continually being revised^ both at (CE)^ wd in 
various school districts now implemanting all or parts of the progrM. 

Each of the handbooks i^ devote to a partioular area of oparations i 
Managamant s Organisation ^ CurrioulmR s Instruction ^ Eaiployar/Csmmunity 
Rasources ^ Stiadent Services and Prograp Evaluation * A progr^i brochure 
compleinents the handbooks and provides an intrc^uction to ESCT* Tha 
brochiira contains general information about tha HCE curricui™., key 
program alamants and evaluation findings. Contents of thm individual 
handbooks are smgoari^ed below* 



MANAGEMENT 4 ORGANIZATION 



Manageaent s Crgmni^ation tteats overall operaf i al con^ic i^zLonm 
for an EMCS program: how such a program is organised, goverriedr 
staff ad and made visible to the pi^lic and how everyday program 
businesg ^naged* TOe hantoook is divided into four sections i 

"Pro-am Plam^g & Govwnance" outlines the steps for setting 
up and operating an DCT profram, including community 
involvemant in prograo planning^ suggastions for ewveying 
potential support, seating legal and aducational requiresents ^ 
securing program approval and prqvidirig an adequate base for 
poli^roking* 

"P«soimal" describes the general staf i functions timt- are 
needed to operate an program. It also sugges/^rr proctduT'as 

and considerationa for reCTmting and sol :ting staff ^ 
iatermipniiig salaries and benefits i establishing working 
conations, orienting staff and providing staff devalopmmt, 

"Business Manag^ent" discusses such operational details as 
budgets ^ financial reports ^ offica procedures, insurimce, 
health and safety provisions # facilities and transportation* 
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EMPLOYER/COMMUNITY FESOURCES 



"Dsmunity Relations" suggests strategies for introducing EBCS 
to the ooMuniw and meeting the ongoing inforaatian ne^ds of 
va^ioM audienoes, boto ijiteroal and ejrtemal, including board 
m^^ars, staff., students # parents , business and labors the 
eduQational comunity ai^ the comunitY^at-large, 



CURRICULUM S INSTRUCTION 



Cugrioulum a Insteuotion oov^s toe content and prooesses of etudeiit 
learning in QCE and the resources a community'-based pro^afit makes 
available to student* a«"e are nine sections to this handbooks 



"Currioulisi OutMmes" provides basic definitions of key 
ourrioulym elments and . desoribes what -^ti^^^^^n ^ ^arn while iji 
the prograffli the seotion includes genp ^^u^ goals and 

specific objeotivei to help staff presc for studen": 
owforiBanee ^ three broad sireasi Life t ills^ Basio Skills 
and Career Developaent, 

"Learnijig Plan Negold^ation" focuses on teohni 7^ n5 for 
individimliEing student gcal setting and prescrii^g learning 
plans toilored to eaoh stuc jit's needs, interests, abilities 
and learmjig s^l^= ^ Ttopios in this section include program 
re^iresents, accountability stwdards, assessment, learn^g 
site aiialysls mud negotiation of learning activities , 

"Career lOTlarations" describes planning and implementation 
steps far student ' first experiences at worJ^laoes in the 
looal comsnmi'^* 

^'Projects" describes planning and i^pluiiiantatTon steps for 
developing individualized learning contracts with each s'tudent 
that combine activities in Life Skills ^ Basic skills arid 
C^eer Development, 

"Learning S Skill Building Levels" describes planing 
Ampl«enUtic steps for awre eactensive student involvement in 
projeots aM s,<ill develo^ent activities at wortelaoes in the 
ccmunity# 

"Coi^etenoies" dssoribea planning and iJBpiefflentation procedures 
for insuring ttat students acqpiire the essential survival 
skills needed to fwiction in today's society, 

^Student Joiumals" describes planning and impl^aentation 
procedures for encouraging studMt use of journals as a means 
of reflecting on personal experiences and building trust 
relationsnips with staff. 
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"toployer S smin agg " de^cribas plaiinijig ajid implamant^tion steps 
for utiiiging csmunity rspr^sentmtiwis in large grQup studann 
seminars on mpartant c«eAr developmant topics and issues. 

'^Learning Resources" describes QCT's apprsaeh to using tha 
comuni-^ as a vast resQuroa for student learning and details 
proeadiE'as for findi^g^ aoceesing and using laariiing resources. 



OiPLOYIR/COMMUNITY RESOURCES 



Sy.ployer/Cogm^tmity RasoM-cas treatas the astablishaant, mainrenanee 
and use of the ne^wrk of employer and coamimity sites at which 
most studant learning activities tajce place. This hM^ook 
oonsists of three seoticns: 

"Site Recruitaent" details procedures for ijivolving ^plovers 
and other ooaimtmity site personnel in the CTCE program. Topics 
include the rcls and functions of the employer instructor^, 
estimating the nacassaryj number and types of sites, ijic^^ivas 
for parl^cipating in fflCT, identifying contacting potenti^ 
learning sites and adding sites to the network. 

*^aployer Instructor Dev.ielopnent" describes how participating 
site persoimal are prepared for EBCT responsibilities. The 
section focuses on planning a^ conducting develo^ent sasgions 
to give site personnei i^e inforTaation and training they need 
to work effectively with students, 

''Site Utilisation" deals with toe use of employer Bad comtmity 
volunta«s and sites to deliver stiMent learning, included 
«e procedures for assessing the educational potential of 
individual sites {learning site analysis) ^ supporting CTployer 
instructors as they work with students (site maintenance) and 
ejcchanging inforaation arong staff and between staff and lite 
personnel , as wall am staff responsibilities for working with 
site personnal. 



, ^ STUDENT SERVICES 

( 

Stud^ent Ser^^ices covers cofisiderations and procedmfes for admitting 
Students to uhe program, keeping records of student work, 
cr^sntialing students when they leave thm program and supporting 
individual student growth, Thm han^ook is divided into three 
sections t 
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"PMgrao Sntoy/Exit" details alternatives far snrclling students 
iji the QCT program and preparing thm for a new zypB of 
eduMtion* Topics discuBSed in this section inciude criteria 
Md tmeiines for student recruitoent and selection , recrii^teent 
praeentationar selection prooedures, orientation sessions? 
trMsfmr into and out of the progr^ and program completion. 

''Stiadent Records" covers procediires and considerations for 
collecting, recording, interpreting and reporting inforaatian 
on stydent progress through thm MCT progrM, Sample forM Me 
displayed y including a student CTedential that provides a 
permanent record of student performance consistent with the 
individualized nattare of OCT. &ie section also includes a 
disQussion of the confidentiality of student records* 

"Guidance" concerns ^ose services ? prccesses and interactions 
that help students imderstand and benefit from toeir individual 
experiences. This seotion includes discussion of program year 
action TOnes, the student account^ility system^ zone progress 
meetings r ^one dehriefings and referral to outside agencies. 



PROGRAM EVALUATION 

The Progrm Evaluation handbook contains two sections: 

An "Overview" sets the background for understanding SBCS 
evaluation and how it relates to other elements of the program. 
A glossary of key evaluation and EBCE tams used in this handhaok 
is provide, 

"Steps to Follow" orgMizes the evaluation process into an easy- 
to-follow sequence of steps. The checklist which begins this 
section provides a useful guideline for the busy evaluator# 
administrator or program staff m^iber. Each step in the checklist 
is keyed to a portion of the follo^ng narrative # which supplies 
details and discussion for each point* 

Student: Services and grggffl__^^l^ t io n also include sections of 
appropriate reproducible materials whi7ch school districts may duplicate 
and use in their own CTGE pro-ams. 
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The EBCE hM^ooks are dasigned tor easy accsss to "how-^Q-do-i 
information* Each hmdbook section has three basic parts; 

1, PraviEW (colored page at the h^^inning of each 
section) includes a definition of zhm element of EB^ 
discussed in tte section^ the purposes md underlying 
assuTOtions of that prograin element and the people 
involved in delivering chat portion of EICT . The 
Preview may also incite a statement of the 
relationship between tliat program element and other 
aspects of EBCT ^ 

2, STEPS TO TOLLOW is a colored pBqe suggesting a step- 
by^step sequence for planning and irr^ lamenting the 
progr^, eleMnt. 

3, A NARHATIVE ACTION (on white paper) explains the 
process behind each step. This section usually 
contains background information based on (ffl)2*s 
experiences and may suggest altemative courses of 
action. CROSS-HEraroNCES guide the reader to related 
material located elsewhere in the handbooks. 

Each handbook also has AFPENDICES of materials to supplement the 
information in the hma^ook, and an INDEX for all the handbooks 
to help users locata infonnation. 
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Actlvltlii 

Atlsnd Ifi^ asrarenass preitiitailQns 

Prepare SCI infQfmatiqn aaterials 

Select QVienb planning group 

Ateand tirsining atasisn 

Cundugt i^^^y sf oosBisiity Intefssr, 

Prepare first draft budget stiffing plan 

Begin pre3entati.qns to kay groi^n 

Secure Initial employer eo^itsenta 

Designate aupport systegi needs 

Prepare oyrrlculis dasifn 

Design itu^nt recruitaent pr^codurec 

Prepare evaluation deiign 

Prepare overall i^iagesent pl^Ji 

Prepare final budget and stafiing plmi 

iacure planninf grqi^ approval of total pl^ 

ieoure i^ool board approval 

ieoiire state agency approval 

ist^lish formal adviip^ group 

ialtiot staff 

iaiaot students 

Selsot mm facility 

Orient new itaff 

Begin pign^ for specific alloys r sites 
Oocypy facility 
Attend training ieasicn 
Finalise durriculisi dalivery iysteii 
istablish stu^nt ser^ces aystea 
Finalise managsMnt systes 
^tain/print supplies * saterials* fo^^ 
Begin prpgraa 



^is planning Kisline liafj key activities in 
preparing ta operate an 18^ program^ Mtails 
sn activities can be fou^d in the EfiCl 
handbooks developed by HWRIL* as referenced on 
the follotfing p^e^ Inforaiation about 
training lessions is also available fron H^VEL^ 
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TimilHE REFERENCES 



laeh EBOS han^ook backs up the genaral planning timaline 
with details «id faeilitating steps, as referenced below i 



TI^ELI^® s'raps handbook titi^ s section 

' 2/ 5, 15-18 M^aqement ^ Ogqanization^ 

"Program Planning & Go^manae" 

6^ 13, 14, 28 Management S Org^ization i 

"Program Plamiing & GovenianGe , " 
"Persomel," "Business Management*' 

2,1 Management s Organization , 

"COTmmiity Relations" 



8, 23 Employer/Cormunity Easourgeg, , 

"Site RaGruitTOnt" 

9, 21, 29 Management & Organization # 

^ "Business Mmagement" 

10^ 26 1 CiirriGUlmn & Instruotion 

11, 20i 27 Stu^nt Services 

12 Evaluation ; ' 

19^ 22 Management ^ Organization , 

rsormel" 
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SITE RECRUITMENT 



EBCT site recgultmen t is the process for identifying ond 
attracting sites and site persoiuifel to partiGipate in 
student learning, 'Hiraugh recruitsient of many en^loyer 
TOnmynity sites, a networki is developed to meet thm 
eduaatiOTal needs and Interests of EBCT stu^nts learning in 
and from thm conrounity/ 



WHAT SITE RECRUITMENT DOES 

1. ' formalizes the method of making available for student le^iing 

specific enployer and conroimity sites Uiat 

a* refleot a range of occ^ations and conttamity services 

b- are suffigient in rimber and variety to allow student 
. selecticn of multiple learning experiences in related job 
fiel^, as well as among differing occv^ations 

c* are accessible to progEian-^approved transportation options 

d* include persons willing and able to work with and guide 
students 

2. seciires from selected employer and conmiOT.ity sites specific 
cosmiitments of facilities g resources ^d personnel for student 
learning es^eriences 

3. stimulates oommimity intarest and awareness of potential ' 
community services to and benefits from involvement in an EBCT 
program 



4. creates an active ^ self-^flustaining climate for continuing 
enployer and conmimity i, v^lvemant in the development Mid 
operation of the program 

ASSUMPTIONS ABOUT SITE RECRUITMENT ; \.' 

Thm conmiunity and its day^to^ctoy acti^ties dan provide IBCT 
students with a wealth of learning opportunities and learning / 
resources , * / 
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E3^arience=-basad leaning in the conffiimity can sueceed through 
careful resruitinant of sites where studants can laarn by doing* 

Each enployar or comiunity site can offer several oacupations^ 
skill areas or interest areas for student learning r hence a 
stu^nt l earning site can be an entire orgMisation or one person's 
job. 

A well established set of proeeduree and a clear statement of what 
is ei^ected from site personnel is essential to efficient and 
effective recruiting, 

IBGE offers benefits to participating en^loyers# just as it offars 
benefits to students. 

THE PEOPLE INVOLVED 

The program a^jnistrator , staff and selected coiTOimity 
representatives, nay . collaborate in designing the en^loyer 
recrtiitinent process* Wie effiloyer relations specialist conducts 
es^loyer recruitoent activities and secures from site representatives 
their agreement to participate in the program, 

SITE RECRUITMENT AND THE EBCE PROGRAM 

Since EBCT is primarily a conoauni^^based progrMir all student and 
staff activities interface with t^e conmunity and, therefore # wi to 
the preparatiofi of sites and toeir personnel for student learning. 
However^ activities and procedures in "Site Hecruitment"^'-^d 
later in "Enployer Instructor PeTOlopment" and "Site Utilization"— 
are. ^limited to those affecting student use of enployer/conimunity 
sites for several prespacified career--related learning activities* 

The slant of these han^ook sections is toward preparihg and 
supporting sites and persomiel for student career e^lorations and 
career-related project activities. 

What students actually do to learn and how staff plm for Md 
monitor that leamihg is tiie domain of thm Curriculum s Instruction 
han^ook, whi^ treats each learning strategy in depth. 

Additional student t^es of conraunity resources and people for otiier 
special interest investigations or skill development activities not 
directly of a career interest natitte^-^su^ as Basic Skills tutoring , 
independent research, attendance at commmity college or hi0i sciiool 
classes^ participatiOT in eKtracurricular actimties^^are treated in 
the "Learning Resoto'ces" section of Curriculum Instruction . 
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Sitm Recr^tmnt 



Steps to Follow 



Identify progrMfl charactaristics that will impact 
site rscimtaent 



ESTABLISHING A SITE NETWORK pmgm 

7 

Agree on use of enployers as irfstructors 12 

Desi^iate staff '^olw for recri^tniant tasks 13 

Dmi±n^ geographiaal ar^^^ fur site recruitmant 16 

Estimate nujrtsers and t^^^m of sites neecied for 
iJt^J initial nrnt^jio^k ! 

\ 



14 



Identify incenti^/es for participatiOT and agree on 
thfiy might bn used !.n reoruitment 

\ 



Agree on format,, oontent Md tone of reoruitir^nt 
interview 

toti ipate possibj.a questions and Goneerns and 
formiilate .^ippropriat^ responses for recri^tment 
irvMr'^.^w 



23 



□ Eytabli^h general eon tact procedures to be 
fDl lowed with each site 
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39 



^ ^ c^x: :f fot selea^Jig sites smd 

JT^'I hr^t^i^l.^ *\pprwyi Late materials for use by 
Iri-iJ jrecjfui c\ften t personnel 

Set system for recor^jnig site information ^ , , ^7 

^Tjl progr^ Jmown to cotounity through 
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ADDING SITES TO THE NETWORK 

Deter^^e need for site 
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Conduet reeri^tinent ijiter^ew with site deeision 
m^mr \ 

In^te site representatives to ariantation 
sessi^ 



21 Begin student plaeenent proaedures 
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ADDING SITES TO THE NET. ORK 
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WITH AVAlLABWt S\T|a 



wr?t Sits 





to 



SitB Recruitimnt (Item 1) 




Establishing a Site Ne^ork 



Identify program Gharacteristics that will impact site 
re c r id, tnse n t 



0am bf the earliest planning steps in dasigning an EBCT program is ^ 
deta owning sjseai fie ally the cemmimity's role in student learning 
md what activities will be avail^le to students in achieving 
their learning goals* Decisions of tiiis nature must be made before 
program staff begin to involve coraiunity Mstoers in establislment 
of an IBCE program. 

In the EBCE QUrriculOTf ei^loyer and cosrounity sites and personnel 

central to the deli^^ of most aspects of student parson ' 
growth and learning in Basic Skills # Life Skills and Career 
Development. Cansiut^t i toe "reality base" for student learning, 
site experiences achieve the following results i 

1# bring students into contact with many Afferent kinds of 
environmants , people and life roles so that they see the 
relationships among them 

2, let them test tteir o^ limits in the give-and-take of 
daily conanunity life^-^life toey can es^erience "for real" 
as they learn 

3, encourage toem to exercise toeir growing self --knowledge md 
decision m^ing skills by engaging, in learning activities 
that mateh their inc^vidual interests i needs and abilities 

4, help ttem gain meahing from and integrate their es^erionces 
^ -into a iiigher and more personal le^rel of understanding 

To do this f EBffi asks mmn and women working in the commmitX. to help 
students learn by doing# learn to be responsible^ learn about careers i 
learn to learn, leam ^out life, leam about themselves and learn 
about otheri. 



HOW STUDENTS USE SITES FOR LEARNING 

. " ^ ' - / 



Employer tad community sites formally recruited into the progrMi 
are used by students in four main ways for EBC2) learning. 
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SMBLOYEE/COMMUNITy BESOUmES 



Career Exploration 

Career Exploration procass organizas students' first 
rnKgrnzimncmm at specific job sites of their choice and leads them 
through a logical process of investigation and assessment (using' 
mn Is^loration Package) that may be applied to career planning at 
any stage of their lives* 

Exploration sites also serve as resources for students as they 
coc^lete individualised project activities* 

Learning Level 

Thm learning leyel process gives students the opportmity to learn 
furthar on a site they have examined initially on an exploration 
le^visi. It enables stu^nts to continue refining their career 
interests and options through lengthier . and more extensive 
experiences with skills # personal qualities and perspectives 
needed in a given occupation, 

Projeets 

Exploration; level and learning level sites are consistently used 
for student work on prdjects^'-individualized, problem-^Gentered 
giiides to help each student blend learning objectives from Basic 
Skills, Life ikills and Career Development in activities gerfoi^aed 
largely at gommmiity sites of the student's chQice* 

Optional Site Uses 

(^tional site uses called skill building ^d. ipecial placement 
activities are also incorporated into student learning plans by 
way of project activities. 

The skill btiil^ng leTOl may follo^^ a leaminf level at a site; 
however/ it is not required for all students. This level may be 
corapared^ prtapprenticeship training i its purpose is to provide 
the student with an indepth relationship to a specific job ^d to 
allow development of ent^-level job skills for those who desire 
them. 

A special plaoMient occt^s in the broad comnimity and often runs 
concurrently with other site utilizations. This level uses ^ 
employer and 'cosanmity sites for other than the specific career 
skill pi^^oses of the other three levels --^notably for non career- 
related project activities* ^ 



Site Rmcrpitimnt (Itmm 
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EMPZayER/COmUNITY RESOURCES 



ADDITIONAL COMMUNITY CONTACT 



Distinct from the above strategies that make substantiva use of 
participating sites and their personnel, some IBCE learning 
activities bring students into contact with coranunity Individuals 
in other ways. 

Competsncy Certification 

Coi^etency certificatiai is the process whereby students demonstratt 
to selected conmunity "es^erts" at their places of employment tiieir . 
profieiency in various survival tasks such as driving an 
automobile j filling out tax forms and establishing a bank account. 



Employer Seminars 

mployer seminars are periodic meetings with employers and other 
coTOiunity people at the learning center to discuss career 
developioent topics. The seminars help students better peroeive 
issues and trends occurring nationally through frank discussion with 
individuals from tiie local coumuriity who are inpacted directly by 
such issues as the changing work ethic and job discrimination. 

Like projects and site usage levels, these learning strategies are 
designed to individualize student learning,' ranisine es^eriences in 
Bisio Skills, Life Skills and Career Development?, and guarantee 
'satisfaction of program requirements and currieuliMn goals . However , 
they are most often perforned in cooperation with individuals whose 
places of business may or My not be "active" *enployer/cononutiity 
learning sites utilized by students in one or mora of the, four ways 
suannarized on page 8. 



THE ISSUE OF PRODUCTIVITY 



within the context of overall IBtE program goals, a distinction is 
niade between what Mght be called learning productivity and 
financial productimty . The. former ^presents the totality of 
EbS goals and es^ctatiqns that students learn through direct 
inwlvement with adults in the commwiity. The latter suggests that 
students at a site might become productive so that the employer 
will receive soim return for their effort. 

Other kinds of programs (for exanple, cMperative work experience) 
offer the second alternative and are set w to ii^lement specific 
indepth job-entry training. EBCT, does not do this because it is 
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Site Recsaxtnmnt (Item 1) 



\ 

\ 

first arid foremoit a conprahensive progr^ seeking to 'educate the 
total person. Job site experience is simply the means ^ rather 
th^ the end^ in the delivei^ of a wide range of educational 
es^eriences, 

EBCT students go to ei^loyer and coimnunity sites to leam^ not to 
earn^^for theMelves or for the ei^loyer. This distinction is an 
import^t one in IBCi Md must be clearly mderstood by students, 
staff and people in the conimunity who wish to become involved in 
student onsite learning. 



CROSS-REFERENCES 



Thm handbook on Currlaul um_^ Imtructlon off&rs indmpth 
diBCUMsion of EBCE aurriaul^ dmrnign, spmaificB of how comnuni ty 
jites undergird delivery of all student Imarning^ and Immrnlng 
ktrmtBgims and staff tmchniqiws for plmnnlhg and nGnitorlng 
studmnt Imarnlng. Smm pagms 14^16 of that handbook for 
curriculum goals. 

Procedures for using employer and comnuni ty sites to support 
student learning are dmsaribmd in the "Site Utilization" portion 
of this handbooks 

For full treatment of policies regarding studmnt produativity and 
work for pay , smm Appmndix N. - 
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BMPWYER/COMMUNITY RESOURCES 




Agree on use of enploy^rs as instruators 



E^loyers fulfill mmf roles in EBCT"from policymakers to program 
desipiers and evaluaton^-^but none is so critical as the mflployer's 
role as ijis true tor. 

Sinply stated^ sm. en^loyer instruetor (El) is m adult at a 
participating M^loyer or coimunity site who, as a result of site 
,^recruitment^ has agreed to work with individual students on 
learoing ^^tivitias related to that site* Enployer instructors 
are oonsidered the program's "teachers" at their sites? responsible 
for st^porting, monitoring and verifying student performance and 
for participating directly Lix student learning and growth. 

In (OT)2* this has come to mean gmding the student tt^ough 
ej^ lor ations f pro j acts and skill building activities, sharing 
opinions and es^eriencas and personal counseling. To a (^)2 
student^ an EI at any one tinie nay M a teacher, counselor, role 
model and friend* 

For each type ©f student site usage, thm (CE) 2 en^loyer instructor 
has several basic responsibilities to the program and to thp 
ijidividual student* Specifics of such El involvement with students 
in an EBCT program may vary from i^iat is described in tiiese 
hanifcooks according to thm mique character of the site network 
and individual program preferences for isplementing curriculi^ 
goals via learning strategies on sites. As a result, systems of 
information shying and program planning/refinement shoiild allow 
an EB(S progrMi to inco^oifata input from participating site 
personnel in the refinement of tiie EI role* 



CROSS-REFERENCES 



Employer Instruator rm&ponsibilltlmB during each typm of studmnt 
oMito iBAming are limted in "Site U^llzmtion," pmges 159^163 
and arm wovmn into thm diBauBsion of mmch type of site usage in 
Curriculum & Instruation* 
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Si te Rearui tmen t (It&m 3) 




Dasignata /itaff roles for recruitment tasks 



THE (CE)2 MODEL 



Program Administrator 



Ultimata responsibility for the entire procass of site raeruitoent 
and eelection rests with the program administrator. 

Oiling recruitment plaiming, adBdnistrator involvament is directs 
with membacp of toe conttnunity plmning/advisory groi^ or governing 
body and available prograBi staff / the administrator works €o desi^ 
necessary procedures and prepare for reGruitaent, Unt,l 1 personnel 
are hired to GOnduet rmGruitment, the administrator coordinates the 
efforts of all persons involved «id functions as **group"laader . " 

^ereafter^ the progran administrator retains overall 
responsibility and remains a participanti but relinquishes 
coordinator ftmctions to~in^ (ffl) ^ ' s. Gase-*-the enployer relations 
specialist* 

Itiroughout recruitment planing and implementation, the program ^ 
administrator is a vital resource by virtue of his or her 
administrative background and/or acquaint^ce with loGal citizens. 
The adttiinistrator ' s presentations to and/or menisership in groups 
such as the Qiai^er of Conmverce^ Kiwaiiis or Rotary Club, combined 
with personal Gontacts in the conanimity, c^ help generate support 
for thm new EBffi progr^. 



EmplQyar Relations Specialist 

At {ffl)^* the person fulfilling the fimction of ei^loyer relations 
specialist (EBB) asstanes respdnsibili^ for recruitment as soon as 
possible after being hired, ^ recruitment planning activities 
are conpleted and actual recrmtment begins, tAe role of the EES 
becomes increasingly prominent iV he or she is now given 
responsibility for s^ervising implementation of all that has been 
plahhed—from the first contact with a site through actual 
placement of a stu^nt there. 

Consequently, before recrmtment begins, it is essential that the 
program adttdnistrator smd EBB have a coiranon OTderstanding of the 
program, its goals and the role of thm roiranmity in student 
learning. 
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EMPLOYER/COMMmiTr RESOURCES 



There are many adv«itages to hiring a full-tim ERS bofore serious 
planning for raGrmtTOnt begini* Am the person responsible for 
coordinating sites for student learning activitiaa and maintaining 
mutually satiEfaGtoty relationships with site personnel once the 
program is underway, the EM should be involved in toe recrultmant 
process from the beginning as an skGellent orientation to the 
coBmimity, its citizens ^d its resouroes. Knowing the wealth of 
rasouroes availatla in ^e site network is critical as student 
pj\acattent begins ^ partio^arly at the bagiiming of th^ progr^un 
y€^r, A working fasdliarity gained during racraitinent is hard to 
pass along to sorieone new. 

Planning Groups Program Staff and Othars 

During ^th planning and inplsmanting recruitnvBnt , several 
"inportant others" can serve as taam mecifcers and rasoi^ces for the 
program admnistrator and the fe^loyer relations specialist. 

During (CE) 2 start-up * for example^ plarming group mambers, who 
ware businessmen and members of tha conrniunitV/ contributed many 
suggestions, ^ay were i^strua^ntal iii accoi^lishing many of the 
pi aiming tasks including idantifying incentivtis for site 
participation, planning and using conmiuaity rasources arid designing 
the racruitonent intarview. Host in^gfrtantly/ they aESisted the 
EES in actually idantifying and con^cting key individuals for 
rmtinent of their sites* 

You can also tap plmiing gro^ members and other conmiunity 
leaders to make initial contact with their friends and business 
associates* 

Similarly/ each program staff member is drawn into planning for 
the new program as som as ha or she "comes on board*" Contributing 
ideas during design of the recruitment prcFcess is an important early 
step in all staff members" familiarization with the coOTimity and 
its resources and their rtility to fimction as a team* 

(CE)2 plainers also fomd staff from the district's distributive 
education md/or work a3<parience progrMs to be practical idea 
resburces during plmning for community utilization and site 
re cruitir^nt —particularly in view of their a^eriences with 
local employers and student onsite learning. 




ALTERNATIVES TO EARLY ERS HTRING 



Admittedly/ racriiit^ent could be accomplished without the input of 
a full-tiM eirployer relations specialist, .^e program 
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Site Recruitment (Item 3) 



administrator sould aoll^rata with members of the pluming group 
and availabla program staff to dasign the process and establish a 
Site natwork. Assisv,mce from others, whether paid or volunteer, 
could be sought if nfuded, 

ThQ following suggested altematives may help acCTmplish 
recri^tffiant 'in tiie absence of a penr^ent BBS i 

1. Allocata responsibility to an adninistrator or existing 
staff meif^er in the program or district, 

2. Hire or "borrow" an executive from tlie business conununity-'^ 
perhaps a member of the advisory/planning groi^ or the 
Chamhar of Commerce, 

3. Batain a qualified consultant known to the business 
community by reputation, if not personally. 

One or all of these options might also be utilized if the EBB 
begins full-time duties too lata to shoulder the entire recruitment 
process alone. A coi^ination of individuals, whather paid or 
volunteer, could result in a team of temporary recruiters 
appropriate in si^e to the txm avail^le to the task. Qily the 
amplcyer relations specialiat need be retained after the program 
year begins* 

However site recruitnient is accomplished, make sure plenty of 
information is written down (names, telephone nimtoarsr es^loyar 
reactions) so^ an e^loyer relations specialist can easily pick 
toe ball later* 



~ CROSS^mFEREMCES 

CQmplmtB role dBsariptlanm of program administrator r mmployBr 
relations ^pmaimlist and othmr staff arm dlsplaymd in "Personnel/' 
Mmnagement q Organization ^ pages 48-57^ 

Sme Program Plaiming Govmrnance," Management & Organization , 
pagem 13-^23 for dismssion of early program planning, including 
roles of the coordinator of program planning and conmunity planning 
group. 

Site rmaruitnmnt reaordkmeping is treatmd 'urthmr on pages 47-50. 
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EMPWmR/COMMimiTy RESOURCES 




Dafina gaQgraphical area for site recruitmant 



The geogr^hical boimdariaa of toe site network can be generally 
defined by ooB^aring site availability in the area with toe range 
and scheduling flexibility of available t:^anspQrtation options* 



ESTI^^TING SITE AVAILABILITY IN THE AREA 

A general interest survey of the ooOTauni^ may already have bean 
condueted aa part of early planning for the EBCT program. At that 
time/ information would have bean compiled regarding site 
availability and as^loyer/oonmunity interast in Uie EBCT ooncept. 
If mOf a lijEple review of that infoCTation will determine site 
locations, particularly ^stm^s from eaoh otter and from thm 
learaing center. 

If such a Bwc^my was not conducted earlier/ this ir^ formation 
should be gathered now« Names and addresses of local businesses 
Bnd organizations can be conpilad quickly from 

1» the yellow pages of the telephone Mrectory* where 
businessss are groined togetlier by t^e 

2, the city license bureau ' 

3. a caia^er of Comaerce business directory (in 'fact/ with 
assistance from a Chamber officar familiar with the 
conanunity/ the ttambar business directory may satisfy all 
site information neads^^including nature of a particular 
business/ slmm of the work force ^d various site and 
personnel charaQteriitics) 



TRAf^SPORTATIOM LIMITATIONS 



Depending on the sequenci^ of tasks performed during pluming for 
an IBCT program/ transportation modes available to EBCB students 
will probably be knovm by now, "niey may not be as extensi^ as 
thoie in (0^)2'^ transportation system/ which combines student use 
of public transit/ school district buses / special EBCE progr^ van/ 
student and staff autoS/ bi^cles and walking* However/ Jmowing 
the opt:tons will allow you to project a comfort^le geographic 
siza for thm sita natwork. 

. 9 ' ; 
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Sits RQcrultmnt (Item 4) 



To dp this, certain basic questions must be answered regarding 
tisie and money consideratiQna % 

1* How much staff Bnd stu^nt "laaraing" tin« can be 
allowed for travel to and from a site without 
conproB^sing learning goals? 

2* Cm lOTger student stays at distant sites be arranged to 
reduce the frequency of time-consuming trips? 

3- Are transportation dollars available for student visits 
to sites a long dist^ce from the learning center? 

4. Will the tran^ortation system aceonsnodate these 

lisiitations on "per student/per site" es^enditures? 

In other words, how far geogr^hically can staff go to recruit 
sites without cospromising tiutef money and trmsportation 
limitations in gatting students' to those sites? For (CT)2# to.is 
has ^en generally 10 to 15 miles irom the learning center # wi^ 
seine exceptions when certain stu^nt requests could not be filled 
nearby* Location of the majority of . {^)2*s employer and coOTiunity 
sites is in^catad on tee following map* 



- CROSS^imFERENCBS - ---—^ 

^raatinejit of thm aottmmlty surv&y mmdm during plmming for, mi 
EBCB program is aontalnmd in "Program Planning s Governai^tm /' 
Managmmnt s Orgmnlzmtion , pagmm 21^23* 



Sem **BuMinmsB HanagBsmntf'' Manag^mBnt s Organi za tio n , pages 129^135, 
for a oomplmtm de&ariptlon of MCT transportmtion conmi derations . 



EMPLOYER/ COMMUNITY RESOURCES 



LOCATION OF (CE)^ LEAWIING SITES 




1" ^ mpproscimMtBly S jalies 
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Site Reoruitmnt (Item 5 




Estitaate nusibars and types of sites needed for initial 
natwork 



Initial recruiMant should result in a network of sites matched 
as olosely as possible to students' indicated or anticipated 
preferanoas and auffioient in nunbar to accomodate student onsita 
learning for at least tha first monto of the program year* 

Beoruiting such a network before the year begins banefita all 
t^ee major particip^ts in onsita learnings 

1. Studants ' first encoimters with the career anvironBient 
will be related directly to their personal interests. 

2. E^lover instruotors will n^et their first student(s) 
iraaeiataly after school stMts— students tiiey know have 
chosen yiair places of business because they were 
interestad in them. 

3- Eggloyer relations specialists will be freed ten^rarily 
frOT further racruitiEent duties and can devote full tiim 
to helping students auid esployer instructors start off 
on the right foot* 

h survey of potential comimity si^port of the EBCT COTcept will 
have indicated availability of e^loyer and community sites as a 
base for supporting student learning in thm community (see 
page 1^) • Staff should now decide in general the types of 
occupations to be represented in the network mnd set a reasonable 
ra^o of availabla learning sites to incoming students, 

Plaase Nota: 

It im criticAl at thl& point that the dlBtlnctlm bmtymmn 
*'ei^layer/comit&ji ty site?^^ and "Imaming site" bm clearly imdmrBtQQd 
at mm^ en^loy&r or aonmunlty site (or plaam of businmsm) there may 
be mny nuiabar of Immri^ng Mitmm^^OQCnipA^onM , IntmrmBt areas or 
jobs sepArmtm from onm another but compoBing the total organlzAtlQn' 
that Btudmntg might explore* I 

For axmple, at an mmployer/aoimmmity Mite oalled "Smith XnBurmam 
Compmnyf" mtudentm aould salert from among MBvmral learning witms s 
alaim adjumting (inoluding, perhapB^ tmlephone adjusting and 
drive^ln alaiim adjus^ng) , reaeptionist ^ gmnerml offiamf 
switohboard/amntrex, mnd bookkmeping* 



EMPWWR/CQmmiTY BESOURCES 



Similarlg , at " Nmighborhood Phamacy" avadl^le learning sites 
could inalude phmrnmaist, baokkempmr, stack clerk and g&nmrBl 

Students may intermstmd either in thmsm discrete oaaupational 
mremM and idmntlfimble jobs or in m Bntirm businmss operation^ 
ThmTmformf 'in piojmctlng thm nmmd for mmplo^mr mnd aoimmilty sitas- 
that i&f bminmsmmm, Qrgmd.zatims and agmnaies—yau must actually 
aMcmrtain how mang Imarnxng sites will bm needrnd to rmspond to 
students' indiaatmd intmrests^ 



m CHOICES FOR nECIDING OCCUPATIONAL TYPES 



Dep^ding on the program' b echadule for student salectiQn into the 
program and time avail^le for site reort^toiantj projection of 
oom^ational t^pes naeded in yoxtt' net^^ork aaii be made in at laast 
two ways * 

First Choice I Assessing Student Career Interest 

In deciding tha typas of oao^ation to be rapresentad in a sita 
network r it would be ideal to test ineominf students at ^out the 
Bmam time itaff are surveying as^loyar and oommtmity intarast. 
Direct aiseeimmt of stutont interest would generate spaoifio and 
reliable ijiformation on which to base recruitmant efforts. Sites 
ootild be racyuited to match each student's in^eatad job interests, 

^is pro oa dure' wotJ,d of course require that selaction of students 
to the EBffl prograffl precede sita recruitmant. If incondng students 
have been identified and aalactad by late spring and toair initial 
cueer intarasts can be assessed ismediately/ site recruitinent 
based on ^ose interests can begin soon after and be cockle ted by 
the first week of September. 

Second Choice: Using (CEjg^s Experience 

If early studant assess^nt of occ^ational prafarances is not 
possible f staff will have to make some judgmants ^out how to m^e 
available to atudahts a VMiaty of occt^ations. to thm basis of 
first-yaar (ffl)2 studant preferences # a network should contain a 
few sites representative of each major oeoupational category-^*" 
within whatever fom^l or de facto clustering sys^m uaed^^with 
mora si^s in the series aatagories« 

(CT)2 sti^ents' initial selections ware heavily weighted toward 
the service occupations i of thm 46 sites a^lored by the 25 
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Site RBcruitimnt (Xtem 5) 



first-year students during early weeks of the programi 39 sites 
were service-oriantad businasses. However ? to allow for a range 
of student choices and placements^ the arts and hi^anities / Mdical 
and legal profassions and o^ers sho^d be . represented as well, 
^lis MLticipatas students ' initial tendancy to requast 
"traditional" oacupations such as teacher ? counsalor and auto 
meohanic^ while allwa^g for their gradually e^anding Gareer 
interests to include a wide variety of occ^ational types* 



HOW mm TO RECRUIT 



It is inposaibla to dateiM,ne an axact nutoer of sitaS"whether 
"ei^loyer/GOTOUnity" or " learning" that should be recruited for 
the initial network , Howe^ri the student/sita ratio that works 
for (CT)2 after a threa--yaar shake^wn period is 100 to 120 sites 
Caoffletiaes whole businesses , sontetimes several jobs at one work 
plaea) for SO to 60 students-^-roughly two learning sites par 
studant* (ffi)2 has foimd this nimtoer nwre than adequate. 



Avoid Overrecrultlng 

(CE)2 began by recr\d.ting 180 places of business for the original 
25 students and learned that not all were necessary to meat the 
naa^ of so few studsnts. By the end of the first year^ only 95 
sites had been visited many only once* 

Sites reeruitad but not selactad by students bag^ to question 
their value to the program md^ in factr how "conmunity-based*' 
EBCE really was* Qvar^raoruita^nt presented the employer relations 
^ecialists with the micomfortable tasks of a^laining sites* 
apparent "laipopularity" and attenpting to stimulate student 
interast* Thm IRSg spent many hours repairing or clarifying 
relations with site persormel^^hoitt'S everyone felt could have been 
batter used halpijig students leam^ *^^^t*^ 

This dilaflima can be avoided through careful planning before 
contacting sites for recn^tment* However^ in spita of the 
adivantages to ^1 participanta of reeriiiting sites to match 
student naadSf no scientific formula for a perfect match can be 
devalopad. Best initial efforts will have to be supplemented by 
ongoing recruitment in response to individual student raqvtests as 
the network is continually refined to match the)stmdent population. 



EMPWrSR/COMMUNITY RESOURCES 



POINTS TO REMEMBER 



"ShB hanfi^Qoks discMS "clustering" of occupations or jobs 
(ffl)2 enro^-agas students to try to "locate" each of toeir 
escplorations withiji one or more of thm IMited States Office of 
Iducation's 15 clusters when conflating their E^loration 
Package and to ^inderstMd similarities and differences among 
occupation^- However^ "types" of industries or "families" of 
careers as such do not wncem IBffi, ^ere is little if any 
relatiOTship between the leaning opportunities possible at a 
site and its st^posed "cluster." Ei^ry wor}^lace offers a 
surprisdjig rmge of e(^ucationaJ.ly rich e^eriences in which 
students omn participate* 

Also^ soas businesses and industries may be t^ical or peculiar to 
a given geograpMcal location (for exa^le# OTegon's statewide 
wood products ijndustry or Coos Bay*s fisWjig and caming 
enterprises). Recruiting sites representatiw of indi:^try in the 
local area has to«o advmtagesi these sites may be more readily 
av^lable than others and nay be sufficient in size and nuinber to 
accept several studants simultaneoualy/ and the industry and site 
may already be Jmoim to students and may be of into cest to them 
as future es^loyiaent possibilities. 



^ -^--^ - ^ — mOBS^^F^RENCES ; . 

Smm '^Carmmr Explorations," Curriaulum & InBtruction , pAgms 145^150, 
for diBouMsion of cmrmer intmrmst assesmmnt^ ~ 

Sevmral exaof^les of oaaupmtionml cluBtBring systems are aontained 
in Appmndix A* ^ 

(^)2*- active mmploymr sites and their respBativm learning 
statimis srm listmd in Appmndix 

Morm on rmcrulting in rmsponse to studBnt rmqmsts may be fatmd on 
prngms 54-^60. 
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Site Recrui^rmnt (Item 6) 




Identify ineentives for participation and agree on how 
they might ba usad in Tecruitoent 



faople in th% conmunity have v^aried reasons-=sorse they can 
artiat^atB^ motm they cannot^*-for daaiding to join the EBCS program, 
Vffiat©i?ar thm factors contributing to in^vidual decisions, 
thought should be given to the issue of iricantive?! during site 
r eorui tsient , 



(CE;2*S APPROACH TO INCENTIVES 

Baaed on tj^ee years of e^erience, (CEjj employer relations 
speoialista de-^e^hasize the hard-sell use of ineentives (that is, 
how a buainessman benefits from the pro%iam) dm-ing recruitment, 
"Hiey have found that the program ^ aa mn opportmity to help young 
people learn about theMel'^nss and society, literally sells itself. 
Thm BBd concept and diitingmshlag features of the {CE)2 model 
ifirediataly strike responsive chords. 

As a result* presentation of the program d^ing the recruitment 
interview (detailed on pages Sb-^SS) consists of a straightforward 
discussion of several major topiasi 

1. general program goals and basic IBffi Qonoepts 

2. the ourriculOTi and student learning activities 

3. interdependence of students* staff and en^loyer 
instructors for daliTOriii.g student leaning onsite 

4* eiiployer-spaciflc considerations such as liability 
ijisurmce coverage and regular training activities 

(S)2 deliberately awids looking at how an en^loyer instructor 
might "get something out of" the program in an aconomio or publiG 
rmlatims sense. Ba^er (CT)2 stresses what the person oan 
gontribttCe to sttidentg i how he or she mm work with students 
onsite # helping th^ leam and grow, guiding students in e^loring 
the ooimuilty, always confrontijig then with opportwities md ideas. 

What Appeals to Employers 

The above approach result directly from (CB)2 esployer instructor 
reports since the program began that what they enjoy most about 



3u 



2.1 



their role and partieipation in the pragram \m si^ly the 
opportimity to give of tommselves on a person^ lio-^person basis, 
Acoor^ng to (ffi)2 ^oployer instructor rasponsas to questionnaires 

ERS ^tfervationSf e^loyarg generally do not e^cpeGt to "coma 
out ahead" yirough tteir work with EBffi studants in any way othjer 
than personal satisfaction and the knowledge toat they and their 
eio^loyees have made a worthwMl© contribution to the lives of 
some yoimg people, 

Cmseqimntly, as staff begin contacting and racruiting sites ^ thay 
should do so the basis of what site personnel can contribute to 
ti:e educatim of yoimg peopla~in most people's niinds its own best 
reward. 

'(CE)2's Experiences With Incentives 

Since (m) 2 h^qw^, program staff have gr^pled wi^i the Incentives 
questloni should possible benefits to site personnel be treated 
as incentives Qr prospactiTO rewards during recrmtsient? It has 
always been reccTOized that there aM many benefits in addition to 
persmal satisfaculOTi 

1. Sites receive free ad^mrtising ttrough mention in prograin 
publications/' which increases their visibility in the 
comtmity (public image) , 

2. Liability instance go wring students on sites is 
automatically enacted in tiieir behalf when toey agree to 
participate* 

3. Personnel serving as es^plo^ar instructors not only 
increase tteir widerstanding of their own jobs but also 
are overtly "trained*' by progiM staff for their EICE 
roles. Mudi of this training can in turn 'tm applied to 
their dealings with fallow enployeas and supervisors on 
the job, 

Diiring early (ffi)2 developMnt of eomunity involvement strategies* 
members of the planning group r ttiemselves employers, parents and 
memb ers of the conwnmity-at-large , felt ^at sites wpald (^d 
shoiy.d) joto tto pro-am liot only because of but also to show 
thair general coraiitoent to TOnmimity growth- Eie first public 
relations/recri^ttasmt brochure (GE)2 desired listed several reasons 
Mployera might want to join^-'reasons ttiat blended an ^peal to 
their interest in youth and a hint of possible insprovsments in 
intracoBpmy personnel relatimships. Also stated in ttat early 
bTOChura and reiterated d^ing the recr^tn^nt interview was an 
offer of reiBtowsement for progra^related out-of-'^cket e^^enses. 
In sum^ the approach was front use of incen-^ves not directly 
related to progrira featt^as or learning goala. 




Site RBcruitmnt (Item 6} 



By the end of the first year^ it was apparent that cost 
rain^ursaments and the original recruitment brochure were not 
viable ineentives to participatiDn* Enployer and conmunity site 
persormel had by then repeatedly indicated they had their own 
reasons for participating — reasons the E^s hear again and again 
even nowi 

1. belief that the EBffi progrMi as es^lained to them by 
pTOgrM representatives could provide exciting 
opportmitias to high Jchool students 

2* dissatisfaction with their own tra^tional high school 
eduGation or that of their children i "I wish this 
opportunity had ^en avail^le when I was in school.*' 

3* knowledge as a parent or interested adult of the 

sa^sfactiOT of helping young people develop positive 
attitudes toward and relationships with adults 

4* desire to help other people and aarticipate in the life 
and growth at the cocBnunity and i\s citizens 

^€Se reasons axm an unbeatable substitute for ^y incentives or 
rewarto an EBCT prograni could offer. 



^-^-—-—r^^ - . - - CROSS^REF^^NCES - - 

The mmploymr rmlmbursenmnt of far was motivated by program 
rmaognitiQn that potmntlal costs to emw^oyerw Axm ^evmrmli 
Mib^niBtrMtivm costs?^ xnBtruationAl tiflfe, equipimntf aonsim^lB 
MUppllms and matual spacm tmkmn up by ma studmnt, Physiaml costs 
to mi^loymr^ have bemn stuped at some h^ngth; information an this 
study may bm abtainmd by aontactlng NP^EL^ 

See Appmndix B far mmployer rmspcnsms to why they aantlnum in the 
progrsm mom th&y have joinmd (as cmipilmd by the NP^EL evaluation 
tmam) » 
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EMPLOYER /COMMUNITY RESOmCES 




Establish general contact procedures to be followed with 
each site 



Preparatory to site contact, idantifi cation should be made of the 
parson with authority to decide whether an organiaation will 
participata in EBCE, ' This person is usually the owner ^ presi&nt 
or general manager* Identifying tMs individual allows thm 
a^loyer relatiois specialist to shortcut e^l^ation of the 
program to several persons within the con^^y "on the way up" to 
the decision maker, thereby saving tiro* 



IDENTIFYING CONTACT PERSON AT SITE 



Identification of the decisicm maker ("contact person") may occw 
when the site is suggested for rec^iitoent. During early efforts 
to make EBCB know in the cOHSiunity* nymy individuals will step 
forward as a result of presentations to various business and 
cosimuiu.ty groins, if not themselves tiie firm's contact ^rson^ 
these in«U.vidu^s will Mcomend the ^propriate person right away. 
If a certain place of buaineas is suggested by a fMpurce, he or 
she will probably suggest ttat you "give a call t©^^^ Smith over 
at the 4th and Main service station" rather than "call a service 
station," Personal' acquaintanca with the owner or manager is a 
natural cue for thinking of a site as a possibilityi it is 
actually the likely "yes" from a key person that prompts an 
acquaintance to suggest a site* 

If the contact person has not been identified when the site is 
selected for recruitment, you may find this person in several waysi 

1, further questioning resource people familiar with the site 
Md its personnel 

2. using business directories, such as that of the ChaiTibar 
of Con®ierce# listing officers within businesses 

3* telephoning the site directly and asking the receptionist 
or personnel departi^nt 



Sitm Rmaruitment (Item 7) 



USING RESOURCES TO MAKE SITE CONTACTS 

Once the contact person im identified r you c&i utilize your hummi 
resources further by asking that they writs an introductory letter 
or ms^m the first contact with the potential participant* 

Thm im^ttmice of a vBry aatlvm role for planning group TOmbers 
and other aonmimity Imaders in making initial rmcruitmmnt rontacts 
aannot bm ovmr&mphaslzBd. Thmy should i^rita or call their 
assoaiatms to Introduce toa progrmm mid pave the hray for prc^ram 
recnuLters* Mot: only Is valumblm time thus savedf but program 
armdibl 11 ty is est^llshBd by thBEe person-'to-pBrson introduc^ons . 

The latter writing techniqi^ was very successful for (ffl)2 
recruiters during initial Mcruitment, Planning -groijp 
represantativms wrote to business associates to introduce the EBffi 
concept, imderline their support and mention that an employer 
relations specialist would follow by telephone within a week* 
^e ERS found this procedure mmvmd time and created a receptive 
climate for meeting with the contact person. The ccmnectiOT 
between the EBB' name md position, toe IBCT concept and the 
recossnending resource person had already been established in the 
mind of the contact person before their first telephone * 
conversation and meeting, 

A sas^le letter from a (CE)2 planning groi^ member to a business 
associate is displayed on the following page. 



ARRANGING TIME AND PLACE FOR RECRUITMENT INTERVIEW 

Because the ERS will be dealing wito busy people # the contact 
person should be asked what t±tm and place are preferred for the 
recruitrent interview. If the budget allows # a luncheon Meting 
may be suggestedi however^ (CT) j MBSm have foimd toat talking over 
a meal some^jries slows information exchange and interferes with 
the use of illustrative materials. 

Usually ^ the recruitment interview should be sdieduled during 
normal working hoi^s, but perhaps in a qi^Let spot away from th& 
telephone. Recruiting is often more productive^ and the 
atmosphere more relaxed ^ if the interview is held away from the 
contact pcrsOT's office, 

toove all, the ERS should take his or her mm time seriously and 
ask for the contact person's time accordingly, ^e EBffi recriJ.tn«nt 
inter^ew is important enough to rate business time and business- 
like treataient. 



SMPWYER/COMMUNITy RBSOURCES 



SAMPLE LETTER 



Dear ( n mim) 



Our eonniunity is plaiming a unique progr^ dallad 
l3^rienTO-Based Career Idueation (BBCT) ^ an exaellent 
altaamatiTO t© tra^tional secondary edueation. (nrntheT) 
stutonts have baen selected from approxim^^ly (nm^^T) 
who volTOteered to beeoM part of the prDgram tiiat will 
begJji in (mm^) Thm enclosed broahure dekssribes 

briefly the concept of this progrMi. 

Kay to ttie success of this prograa will be thm support of 
e^lofera and ooiraimi^ reprssentati^p^ like ©i^selves who 
open our doors to these select high sohool studanta, 

I ui working with a small local planning gvo\3^ to help 
. structure the program, md I feel your con^any has the 

potential of being a learning site for a studertt* I have 

asked m EBm staff mmm^c, (nmm) i to give you a call 
, in a few days. With your pewdssion, (hm/Mhe} will 

call m you at your convenience and describe how your con^any 

might become a part of EBCii* 

Your involvefflent will «rtalnly be welcomed anH appreciated, 
^ Sincerelyi 
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Site Rearm tmnt (Item 7) 



VARIATIW^S THAT CAN WORK IN YOUR FAVOK 

First: 

Although maxly identification of the site contact person can 
streai^ine toe recrmtment process # eircumst^ces my sometines 
prevent tois* Diacoimting lost EM tiM* limited " ;rial and error" 
OTntacta wito a coitqpany Qmi have poaitive results* ladi person ^to 
whom the program is eiqplained niay be a potential public relations 
contact within the conpany, ^ey may or may not beconfe en^loyerl 
instructors, but their f^iiliarity with EBCB c^n generate good wii^l 
and interest aLmong their tm^JLoyi esiployees* | 

Secondi 

Discussion to this ^int hM been couched primarily in terms of 
how to approach the .business or con^my you wish to recruit* 
However/ persons from OTmmuni^ sites will soMtifflos approach you 

vglunteer ttieir site for recruitinent, ^is may res^lt from 
their conversations wito individuals at sites already recruited or 
may be a spinoff of presentations to bi^iness organizations s^d 
conBaunity groups, (CT)2 cite several instances of en^loyers 

"recruiting themselves" on toe basis of program informatioi. 
picked up from other sources. This in turn oontetimaa callj for 
certain adjustoenfts in tJia neMt stspi the recruitment interview. 
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EMPmYER/COMMmiTY ^SOURCES 




Agxmm m formt, content and ton© of recruitinent 
interview 



Thm rmcruitTOnt interview provide i the framework for subitantial 
infonution gatetring and axoi^nge between the program's en^loyer 
relatiOTS speolalist Mtd the lite oontaet peraan- At this tune, 
eaoh has a ^hanoe to discuss th© details and realities of the site 
and its possible Mlevanae to EBOi program aativities* Thm 
rsoruitmeat interview is the basis for a-mutual ^oision that a 
site will or will not beoome a locus for EBCT stu^nt learning, 

^e first item on the interview agenda, of coi^se, will be 
introduction of EIS to contact person and acknowlad^ent of the 
parson referring the site. If the approxiMte time limits for 
the interview were not established during earlier Gontacts# address 
that questiOT briefly as you begin, ihese time limits and what thm 
contaQt person already knows about EJOi will help in judging the 
ei^hasis to be given recr^tmmt interview topics, 

im)2 en^loyer relations specialists deal generally with five 
m^jor topics during toeir recruitment interview: 

1* general <s:^lanation of the EEm program— with emphasis on 
insi^^ce coverage and *'no work for pay" policy 

2. function and operation of the site 

3. what students could laam ^ere 
who might work witii students 

the mutu^ly acceptable degree of student involvement at 
the site 



EXPUINING THE PROGRAM 
Overview 

To toegin^ a general overview lays out in a straightforward way what 
EBm is all about^ — its basic concepts or underlying philosophy ^d 
its broad progr^i goals. Why is EBCE weeded as a choice for 
students? Wiat can it do for them? This includes soma background 
regarding qareer education generally and an informal scepsis of 
prograsi featwes such as the following i 
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site Recrui^mnt (Item 3) 



EBOJ activities involve the studant in aGtion laarning 

using real-life situatima on siws in the coniinmilty* 

/ " 

/ 

EBffl is leamsr-canteradj each student's leaning plan 
ia paraonaliMd as well as individualiEed, w^th frftedom 
for the student to negotiate speaifiGS witiiin the scope 
of program raquireMnts* • 

EBCT is people-can te^ed I students are people in a 
student role; EBffi learning brings people together to 
plan and TOmplete tf^ks* 

EBQI grants stu^Ats standard high school diplomas as well 
as individualized credentials of pTOgram achievement 
suitable for applications to postseoondii^ institutions 
and ep^loyerSft^ 

EBffl is a epBffiimiity-based alternative wito its own 
governance and curricular system within (or outside) the 
struGturi of the school district* 

Above all^ the intervliiW should e^hasiEe EBCT as an attempt to 
help students see the relevance of their education to their futurs 
responsibilitiea as adults by giving toem the opportunity to 
"leam while ^ing" alOTgaide adults going about their daily tasks 
in the eoTOiimity. 

Learning Actlvltlas 

A iiMaaJV ©tf student leawiing activities, both ©nsite md elsewhere / 
leads nat\^id.ly from the overview. Specifically , what students 
leaycn and how they can leam in thB coimnunity cw be es^lained and 
illustrated through naterials such as Ej^loratign Packages, skill 
building acti^ties forms and ample projects, ^e process of 
extracting site learning possibilities ^ can also be e^lained 
briefly as part of the chronology. 

Studantf Employer Instructor and Staff Roles 

The interlocking roles of student^ staff and enployer Instructor 
as partners in the leaning endeavor should be made clear i the 
thne must cooperate and coimtmicate to insure that the needs of 
all ue wmt and that EB^ learning dees take place • 

^e anployer instri^tor fmctioris as a major learning resource # 
wito daily oppertmlties to guide student oniite learning and 
challenge the student to "stretch" his or her abilities and ^ 
aspirations* Thm student's role is that of. an individual learning 
to be responsible through interactions with mmy adults- EMCE 



1. 

3* 
4, 

5. 



mpWYm/comuNiTY resources 



staff aaawa overall responsibility for boordinating the ptudent'i 
aeademie pmgvmm md perional development and giving ongoing 
assistanoe to ea^loyers. 



Other Program Features 

Additional program features of speeial interest to en^loyeri con» 
1^ naturally during the oonveE^atim, often as the result of 
questiLfia from the oontact person # and must be ej^lainad to his 
or her satisfaetion, ^ese feati^es inoludei 

1, insur^oe coverage freeing en^ployers from liability 
related to student onsits learoing 

2, regul^ly seheduled developMnt activities provided to 
personnel, at all sites joining the progrMi 

3, on-the-spot assistmoe available to e^loyer instruators 
as needed 

4* additional legal oonsiderationE mid their eolutlnns 
ERS Hints For Explaining the Program 

In tiiis and every oonversation with enployer/oomiuni^ people # 
progrTO^^ggpiinQlggy^ should be used only as it is really neoessary 
and helpful to ea^lanatim ot the program* Imagine being 
oonfronted with Life fflcillsi| ^i^loration Paokage, Learning Site 
taalysis Porm^. Career InfortAa^on System and so on all in the 
first hour I \ \ 

Questions from tiie contact person should be enoouraged throughout 
the interview and particularly as a wraprt^ for the explanation of 
the program* Thim technique helps Met the smpl©yer*s individual 
infomation needs mnd points areas of special curiosity or 
concern , 

iaii©le learning activities and program ei^lMatory materials 
contained in the Inqployer Information Packet may be used as 
illust«tions dicing tiia interview and left with the employer for 
review when convenient. After students have arrived onsite^ 
thm employer My want to review general descriptive materials and 
provisions mder which employers and students participate « - 
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Sitm ^crmtmnt (Item 3} 



LEARNING ABOUT THE SITE 



At this point, thm e^loyer relations specialist will in affect 
switch "interviawir" rolei with the qontact person to leaim about 
thm site arid its operation* uiclu^ng 

1* donfirmatioii of tiie general nature and funationa of the 
organiM^on (products, servicei and size of work force) 

2# job t^es and persoimel profiles 

3* a brief history of the organisation and the , relationehip 
of its divisions or bran^ea to one another 

(Q)2 BBBm not only ask questions of thm contact person but also 
encourage him or her to show them around the site. Touring the 
facilities allows the IRS to make informal observatioi^s and "yet 
a. feel'* for what goes on Were # as well as to see perionnel 
perfosaJjag their jobs and to note gener^ working conditions. 

Any avail^le brochures and mater ^' ""Is should be collected to 
si^plement the IMs o^ notes . a filed for stu^nt use at the 
learning center (see page ' 



WHAT STUDENTS CAN LEARN THERE 

^he EM inf oCTiation^gathering process now begins to focus on what 
the site can offer a stiMent in terms of interesting and challenging 
learning experiences, ^e EHSs observations to that point aw help 
direct ques^ons to ^e contact person , whose own attitudes and 
idplltegness to let the studmt get iiivol^d at the site will 
infli^nce how educationa^.1^ pr^uctlve a student could be there. 
^Ihat the site can offer is directly proportionate to what the 
^flpl^er is willing to ffer. 

Ihe (CT)2 esployer relations specialist uses the first^iree pages^ 
of the Le^iing Site Analysis form (LSW) to direct questions to 
the ei^loyer about 

1. physical reqi^rements and safety eonditions or 
restrictions 

2. reading materials available to the student at the site ^ 

3. i*ife Sd.lls relatsd performance tasks on which toe 
e^loyer would be willing to work (or have employees work) 
with students 
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EMPLQYER/aOMMVNIfy MESWRCES 



Ms^nsea to tiiese inqui^iaa s^m recorded difeetly on thm pages, 
which * with the ctiier Jjiforffiation and materials the IRS collects, 
are enMred into learning center records tc become the information 
bases an whidi student site ac^vities will later be built, (A 
s«qple Learning site An^yeis Focti is diiplayed in ^pen^K H.) 
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Si^tm EBa^tutmnt (Item 8) 



FINDING EMPLOYER INSTRUCTORS 

In a small organliatian^ contact person will probably become 
the individual working dlreotly with atudentg as an eaiployer 
instructor. If go# the EHS will be in a good position to .ibse^e 
the necessary willingness and st^t^ility for the role (see 
pages 42*44) * . 

ht larger sites^ the adntact person will probably appoint 
additional people in various departeents and jobsi the eon tact 
person may or may not beooma an BI par se. 

This datermination by the contact person will naturally be done on 
the basis of an understwding of the en^loyer instructor role as 
a5q>lained in the Interview* The IM will therefore have to rely 
on the contaot person's jud^entp site observations and immediate 
fee^adc from the contact parson to approve the individuals 
dasignated« 

/^e seemingly limited EBB control in th^B decision is mediated by 
opportunities for EBB/Bt interactlm diiring employer instructor 
development sessions mnd onsite maintenance # as well as by 
feedba« from students as they begin to work with that e^loyer 
instrudtor. In fact^ if the site is baing reoruited to satisfy a 

^specific student request^ (<M)2 has foimd it advantageous to take 
the student ^ong for the racruitTOnt in^rviaw. The student's 
presence allows the EBB to obsarva the contact person's comfort 
as an EI in terro of his or har ^ility to interact spont^eously 
with a student. 



AGREEMENT FOR STUDENT USE OF SITE 

If all questions ha^ been ansmrad and both parties agree on the 
desirability of the site for studmt learning # all that remains 
is^ to datarmine ^e degree of inyolvan«nt acceptable to the 
eaployar md formaliia the agreement in writing^ ThiB involves 
negotiating to#o remaining parti^l«st 

1, nurtsars of students that can be aecosnmodated (not 
McessMily at one time) 

2, degree of student leaning involvament acceptable at that 
site = ■ 

The ei^loyer ^lations speci^ist will kriow ganarally at this point 
what resources in time/ people and materials are available at the 
site and how willing the contact person to allocate them for 



EMPLOmM/COMMWlTY RESOURCES 

pjrogram^^e. Qfi the baais of this preliminary imderetanding, the 
IM ean help the eontaet peraon ipaaify how far he or she is 
willing to go in sy^porting itudent learning tiiers* 

Dstarmination of these faetors calls for spsGifioity and 
forthrightoess on the part of the EM, For sKMiplei rather than 
. inquiring^ "How many studenta do you think you want?"/ {^)2 BBBb 
Inataad take the initiatlw by asking sugh questions as, "Can you 
tiJce five students, one at a time, for ea^lorationa followed by 
learaing le^ls?" is Uie oontaet person willing to work with 
students for several weeks on learning lewis? Would sewral 
stutoits on es^loratiOT levels t« time and manpower so tiiat,only 
one or two very inteMsted students could return for learning 
levels? ,lf the TOntaot person is shy about hosting several 
students or OTnai^tting tha site for iong-term visits such as skill 
building levels^ would oa^rfional speeial plaoenents for spaoifio 
project piu^oses be aoo^e^ie? 

Results of the ERS and oontaot person agreeMnt are recorded on 
the Letter of Intent, whioh the reviews with the contaet 
person in entire^^*reiterating e^lanation of the resultant 
liability eovTerage^-before it is si^ed. 



POINTS TO REMEMBER 



Match Intarvlew Procaduris to Situation 

Again f the way you proceed during ^e inter^ew will vary 
depen^ng on the time availiJble, tha type of business being 
reoruited; the role of the eoritaot person in that business and 
the personality and h^its of the oontaot person. For exa^le, if 
time is shorty less vdll be spent on certain topics # and examples 
of learning materials may not be displayed* For a top management 
parson in a iM^ge coloration who will not be goto an esployer 
instructor/ little time may be spent on student learning activities 
with more^ eB^hasis on the EBffl concept ^d progran goals , insurance 
coverage # transpartation provisiOTS, the issue of learning 
productivity versus ooranereial productivity, ^^loyar instructor 
davelopment ©pportuniMes and the like, With a person who likes 
to be --m the gO/" the interview may be conducted while moving 
through ttie wprl^lace. The EM must be prepared to adapt to 
conditions at the time of the recruitinent interview. 



Be Responsive to Contact Person -s "Signals" 

At f^iatever point in the interview the contact person begins to 
exhibit either contjjiued interest or hesitation to become involved. 
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the EES ehould piek on the clues and go whichevar way is 
indicated. If the en^loyar is "sold#*'\don* t keep sellingi 
conplete the lietter of Intent and Gonclude the interview* 

Conversely, if the an^loyer is convineed Mat EBCT will not work 
on that site, attaint briefly to i^ntify reasons^ but never 
txy to pressure or psrsimda tl^ person to change his ©r her mi^d, 
fhank the OTntaet parson for the valuable timk spent with you, 
leave a few IBCE reading materials and exit graciously. Thm old 
ad^ge ^^ut not burning bridges behind you bearsv repeating in this 
instance I no good can oorae from leaving anytoing\less than a 
good ^^ression* Several (CEJj oontaet pereoris have "come around" 
long after the first recruitment oontact, when theyxhad time to 
raooneider what ttey' had laajmed about tiie program realized 
student ^ohedules ooi^d be adjusted to meet demands ok employer's ti 

Procaad with Caution Whan Laaving MataHals 

fis^lanatory or illustrative materials are used during the interview 
md left witii tiie oontaot person at the disoretiDn ^ha EBBr 
depending an the needs of the particular site and the time available 
{m)2 BBSa have foimd that if they leave too much reading material 
at ^e time of the recruitoent interview^ much oan be "lost in the 
translation" or laid aside aliogether. Thmy tiiarefore rely heavily 
an ^eir ovm use of exa^les and eKplanation dwing the 
conversation— and tiie opportunity to review major items wito newly 
recruitiid ei^loyar instructors during orientation. 

Maintain a Good Program Image 

Program staff visiting a site for reormttient purposes are not 
ji^t representing the program*-to site personnel they are the' 
prografli^ and ot^Mi ^le jwhola s^iool as well. One of ^e iMSt 
important outcomes of the recruitoient interview is the feeling th^. 
contact person has about tt^ judgment and de^cation of the 1RS« 
hm a res^t, induct # spaeoh mahner of dress should be 
bus^esslikef appropriate to the site in good taste. 

Be Avanable to Rapaat Program Explanation 

In li^ge firm^ the persOT inter^ewed may in turn have to go to 
soneane else for tee decision to participate . f^en possible # 
arrange for any subsequent presentations to be Mde by a program 
representative to allow for spontaneous questions and insure 
information "str^ght from tiie horse's mouth," It ia easy for 
people to misinterpret IBCT as anQther dropout or disadvantagad 
program. 
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Reassure Employers about Oriintation 

Hhm EBffi eonetpt^ pTOgraft particulars and certain taOTdnolagy are 
oaDplicatad and new to Mat paqpl©* fhey ars toerefote difficult 
to gwm^ wi^lataly toe first time arow^d* ^e reerui^xient' 
ijiter^ew not giw luf fieient^opportmity for tiie ESS to present 

all operational dstalli of the program^ nor for the oontaot perean 
to retain all of what Lm ei^lainad. Be oertaln it ia undantdodf 
then* that ei^loyer ingtruetors will be atjpported in ^^irtoering 
their mderstanding threugh eaployer instruotor dewlOi ^p^nt and 
onsite ooor^jiation aotivitiea^ 



- CROSS- PB^t^i "^NCES ^ — --^^^ .^ ^ 

Employmr liability In&ur^nam aovBrmgm im treated in "BuMinmmB 
Mmn^gemmnt^" Mmnmgmtmnt b OrgmnizAtion , pmgBm 115*119^ 

Sme '^Employmr Inmtruatoz^ Developrnmnt " for trmstffmnt of orienting 
aonmmity adults to their rmsppnmiMlitimm with EBCE mtudmnts. 

"Bitm Utilisation/* the tftirtf smation of thi& handbook, mxplains 
tm^miqums £sr promoting produotivB rmlmtiorwhipB mmng mmployer 
inMtruatorBf BtudmntB and staffs 

See "Program Planning B Govmrnanam^*' Mana^mmnt ^ Orgmnlmation f 
pagm 28, for trmatnmnt of Img^l iBsumSt 

See "Projmcts," Curriculum ^ Instruation , pmgeM ^36^241, for u&e 
of Bitm infornmtion in nmgotimting indlvidualizmd student pro j eats 

See pmgms 41^44 for additional ao^idmration of arit&ria for site 
smlmation * 
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Antiaipate possible questions and concerns and formulata 
appropriate reeponses for recruitffient interview 



Besewations about the eKtent to which students em become 
invol^d with sti^ties at their site may have become apparent 
gradually duri^. j various stages of the interview/ Many come out as 
the latter of Intent is filled out* . Solutions appropriate to each 
site must be negotiated with the site ^cision m^er. 

Labor Concems \ 

Labor representatives may fear that introduction of EBCT students 
on job sites meais c^^etition with regular employees for joba-^or 
even possible es^loitation for free labor by unscrupulous employers, 
Mthough this concern hM been voiged many times across the nation 
in^ reference to o^^ier cMeer^orientad or work e^erience prograns^ . 
(0^)2 BBSs have encoimtered only a few inst^ces^f local union 
concern. Most have been satisfied after Uiorough explanation of 
the program's position on student learning productivity rather 
than oonanercial productivity and thm formal policy on "no work for 
pay" durijig program hours. If a unionized site remains a problem^ 
(<M)2 tries to find a similar worl^lace elsewhere^ 

Protacting Confidential Infofmatlon 

Agencies or in^'^'iduals dealing with confidential or client- 
privileged inffi V \biQn«-suoh as doctors^ la^^ers/ psychiatrists^ 
counselors p min^a^er^r banks, credit \mions wd the like— may 
egress concern that client confidentiality caimot be maintained 
with a student learning at their site* Again » (C^)2 negotiate 
sl^ usage particulaw witii tiie representatives to protect ttose 
areas of their work they cwnot make available to student 
observation or involwmntt SHia contend that students can leam 
about m occupation and be involved in representatl^ activities 
without participating in every aspect^ of tiie work, Yet even in 
very sensltl^ areas, like thm ej^^les above, (CT)2 students have 
been allowed to play significant roles with marked success. 



Maintaining Employer Efflelency 

Individuals with high hourly incomes or those co^ensated on a 
straight ccorolsaion basis may feel they cannot spare several days 
or even houra In OTe*to*one^ intensive interaction with a student. 
The EM may suggest they take only minimal time from their schedules 
to work with students by using their "down" tlme—ltmch^ coffee 



39 



• ] ' 

EMPWYER/COMMUNITY mSOUBCm 



breaki , early a©rningi-*"*of by identifyirig a sudbstitute or 
additional a^loyar initrUGiors in their fi^. Perhaps the 
student eouid be allowed to "shad w" the individual for a 
specified period while he or she goes on with regular aotivities. 
liffi students Jcnow they have p,tenty of learning aotivities to 
pursue toat flo not require oonstant intaraotion wl^ site 
persoimel« Students appreoiate being told what they and 
shoi^d e3^ot**and %^en. After all# adaptability and fles^ility 
are ispertmt attributes in the workaday world. 

Fdr thepa and any other kinto of limitationi ^ individual 
agreenents are worked out so that student site e^erienoes are 
QOisnansurate with the desires oi the oontaot person ^d the 
availability of time, personnel Md resources . l^^loratim levels # 
skill building levels and spe'oial plaoeTOnts offer sufficient 
flexibility in student sita involwment to give sites many 
different ways to pMtiyipate in Mffi. Is^lorations and spaoial 
plaoeiaents are partioularly attrao"riTO to sites not wishijig long- 
term involvemint. 

Specifics of the agreement are reMrded on the Letter of Intent 
and entered into toe reoordkeeping system by thm EBS (see 
pages 47*50) , 



■■ - ■■ -- ^ ■- ^ CR^S^^FEmNCES " - - — - 

See Appmndix N foh pollQies regarding" student lemming produativity 
and "no work for pmy" md Appmndlj^ E far other mion^Klmtsd 
Gon&idmMtlon& * 

Additionml Muggmmtions for involving mionm in the EBCE program 
arm dimaumsad in "Community RmlmtionB," MMnagmimnt s OrQanizmtion , 
pagem 166-*18a* 
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Establish erit^fia for lelaGting sites and en^loxer 
instructors 



During thm ree2fuitosnt interview* the amployer relations sp^icialist 
will hm applyinf eartain pre-*satablishe4. Gritsria in detamijiing a 
lite's suitability* Although dependent on ERS on-the«spot 
professional judgment-^-and that of the ei^loyer oontact perion— 
seleetiQn of a leaxning sits should oonsider some of the following 
general issues. 



WILLINGNESS TO PARTICIPATE 

The first step in seleoting sites is aotually that the contact 
persons seleot tfieMelves-'-toay deoide they want to involve their 
conpany^ its persoimel and its resouroes in the "business" of 
Experienoe^Based Career Education, Biis willingnasa will 
ultimately be indicated by a signature on the Letter of Intent* 

Brnta^tomr, when seeking ei^loyer agreement to partiaipate> honesty 
is always the best policy* (CT)2 SMs^are quite frank in 
atoitting to tbe enployer that not all students will have instant 
sucoess stories on their sites « ^e ec^loyers' challenge, 
actually^ is to help students becOTte successful ratter than simply 
to obsenm those who already are* e^loyer's willingness to 
partioipate includes acceptance of this reality^^-'that sorae students 
are more difficult to rea^ than otiiers. 



SITE POTENTIAL FOR STUDENT LEARNING 

Given the contact person's general willingness to participate* 
detenKLnation of the site's ability to offer student learning 
opportunities is ttien made by toe IM on the basis of i 

1, observations during a tour of the site 

2, qijBStions directed to the en^loyer contact person 

3, data gathered via the first part of the Learning Site 
Analysts Form 

4* I his or her bast jud^ent 
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The 3BS inu, us^ profassional judgmant and pravious e^erience in 
dealing wit^-i pe pie to estimate the possibilities for interesting 
and . iiievant i^aminf opportimities that woiild foster student 
growto and proinoi-^ program learning goals. 

Willingness of the contaGt person to let the student really "get 
involved" and laMii about site operations Md peoples' rolas is 
an u^ortant consideration in determining site lemming potential • 
Two basio questions smroariza the ERB' inquiry into the site and 
thm amloyer's attitudes i 

1. ^at do you do on your job? 

2, What can a (CE)2 studant~'db on your job? 

ftom answers to these questions, tha SRS can discern ganerally 
whether the site would be a good plaoe for students to explore said 
learn. 

For example, a contact person \^ho says a student could "pretty much 
ta^ a little of everytoing I do" imderstanda what EICE is all 
about and vwld probably mmkm that site an intriguing place for a 
stiident to l^arn* Cn the other hand, a person who doesn't seem to 
grasp the EBiM concept and can only suggest menial or repetitive 
tasks for the student may be considered a pror risk* Depen^Jig on 
avail^ility of similar sites and remaining recruiting time, the 
EM may elect to conclude the interview politely ^d find another 
site to recriiit. Acceptirig a site that is "questionable" in terms 
of cOTtact parson understanding will require intensive davelopment 
and maijnitenance efforts-^^possibly disproportionate to the site's 
learning potential. 

In actual fact, however, (ODj ERSs report that they seldom reject 
a site on an initial contact, that is, at the recrmtment interview. 
They are interested first and foremost in the leaming opportunities 
at a site^^and what place of business cm offer nothing to. be 
learned? If meaningful work is t^ing place, no doi^t the site 
could offer student learning. If a student later finds l^at he or 
she does not cara to ratum there, adjustaiants can be made. 



AVAILABILITY OF SITE PERSONNEL AS EMPLOYER INSTRUCTORS 

' Employer Instructors: How to Find Them 

Availability of site personnel to work with students is the third 
major consideration in determining a site's siu.t^ility. The 
cbntaot person intend.ewed by the IRS plays a key role in this 
determnation , whether he or she beGomes the sole en^loyer 



42 



site Recruitment (Item 10) 



instructor at the site ox additional persons are appointed to fill 
the role, in either case, designation of indiv^diial Els is mad^ 
by the contact person on tiie basis of ^ initial understanding of 
what Bn EI does and what characteristics are desirable in an EI, 



For exan^le, at a small site, the persun contactad initially by 
the ERS, toe decision maker interviewed and toe individual who 
will work with .students may be one and the saine^^toe owner ^ 
presidant or general manager. At a larger site, the contact person 
may or may not elect to serve as an EI* He or she may choose to 
host students only caring short exploration levels md appoint 
dthar EJs for langtoier learning lewis mid project activities* 
The contact person may designate several other enployer instructors, 
each to work, witli students chTOsing toeir respuctive departments or 
specialty areas* 

Although the EES must rely on the contact parson^ s good jud^rtent, 
(CE)2 SMs consider such selection of an II by his or her 
s uparvi so r-^^ rather than by toe ERSs themselves^^to be a low ._:j.sk 
activity because of tne very short introductory e^^osure of EI to 
student prior to BBS maintenance > Shortly after 2 student's 
arrival at a site, the EBS visits the sits and gets the studeni;'s 
first in^rassions of the 11, As a result, tlie ERE is soon in a 
position to judge the suitability of that individual for toe EI 
role* In addition ^ student malysis of toe sits toe EI is 
encouraged throughout student onsite learning ,^ 



Employir Instructors: What to Look For 

The persons y^o will be successful employer instructors will need 
on^the^job time to devote to instructional activities # without 
feeling that they are neglecting tJheir work. They may well have 
had previous experience in working with young people or doing 



volunteer work in t! 
have tiie desire to 



le comimiity, but most importmtly^ they must 
'take on" a (ffi)2 student in direct interaction. 



Beyond these thre© general considerations 1 describing what wilJ 
make a "good" EI Lb as difficmlt as predicting a particular 
individual's potent^ .1 ior becoming one. After three years, {^)2 
ERSs admit that toere is no formula or list of traits that toey 
cm give the enployer contact peraon as selection criteria. The 
best they C5Ui ^ is to convey a general descri^ition-^^a feeling^ — of 
what being an El is and hope that the contact person knows all 
enployees . well enough to recognize those who might work well with 
yoiing people^ ( 



\ 



^is general description, in toe words of a (CB)2 EM, emphasizes 
first of all toe fact that an ett^loyer instrt jtor should enjc^y 
working wito yomig people and should be entousiastic about toe 
possibilities in such a relationship. 
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Pmoplw w& look for mm SIb are outgoing and Qfmn'mindmd 
^out thlngm; thmy dm* t hMvm a lot of lockmd^in 
nmgMtivB ^onomptM ^ Thmir Mttitudm is positivm ^ Thmy 
tMnd to bm hmlpful mnd willing to mopmrmtm* When you 
tmlk to thBm, thmy don't gmt somnd off whmn you ^k, 
'will you hmlp um mmlu^t^ thm Mtudmnts?' 

They ^elf^diMoiplinmd: thmy Imow whMt they're doing 
and why tittmy'n daing it; thmy knw wh^t hAS to dane 
on whMt timm sohmdulm Md th&y &ti^ m it. But thmy 
arm Mtill flBxibl& in thmir mttitudms toward studmnts and 
h^vm M high dmgnm of pmtien^. 

All of thlM add^ up to^ whmt oould bm omllmd mmotional 
stsbility in m permoti* Thim stability is capped off by 
pomitivm mxpmotMtionM mhout yoimg pmoplm snd aanfidan^ 
in studmnLs' ^ility to mmkm thmir cm life dBaisimiM » 

Of Q0usw%, "perfect" es^lsyer in^truc'ton are ra«i ameh im 
difftrsnt from thm naxt. Such differ^' ^c^s^ howa^r, mr@ part of 
what studenta uhouXd mnoomtmr. Getting to knw many individual 
natploye^ ins.UuQtors is mnQmXlmnZ e^arienca £ot IBS itudanta. 



^fito Utilimtimf" pa^s 105^167 ^ in grmatmr dmpth with the 

intmrBotl^ns bmtwmmn mmploymr rmlations MpmaiAlists ani employmr 



\ 
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AssemBle appropriate mterials for use by recr^tment 
par Sonne 1 



Owing the recrmtment process ^ si^portive illustrative 
nfeterials are used by the employer relations spacialist to 
facilitate m^rst^ding of toe program,. (^) 2 niatarials include: 

1- the basic inforxnation packet, which contains 

a* a statement entitled "Provisions iMder ^^ich 

E^loyers and Students Participate in the (GE)2 
Program" md outlining seMral importmt legal 
considerations 

b* a general descriptive brochure or handouts on the 
(GE)2 program 

T 

c. a sa^le Letter of Intent 

d* a sample Indemnity Covenant 

2. pages 1 through 3 of the Learning Site Analysis Form 

3* exaii^les of student learning materials ^ such as 
Exploration Packages projects 

Each of these matarials is e^q^lainad by toe enployer relations 
specialist as toe interview proaeeds* Some items~toe first 
portion of the Learning Site Analysis Form^ toe Letter of Intent 
and the Indemnity Covenant, ^ torough which employers* freedom from 
liability is guarM.tead"must be filled out during toe interview 
for each sit^ joining thR program. 

Items a and b above are left for reading when convenient. Site 
repreMntatives electing to join toe program also retain copies of 
toe signed Letter of Intent and Indemity Covenant for their 
records. The first torme pages of toe LSAF are conpleted and 
retained by toe 3RSi toe contact person does not receive copies. 



EMPWYER/i^OMMUNITY RESOUR^S 



- CROSS-EE^mHCES - — — 

Smm Appmndix C for samples of the informmtion paaket uSBd during 
thm narui'^mmnt interin^&w. 

Appendiif M contains m SAmplm completed Learning Site AnalyBis 

For m look at the gmnmrAl program dBscrlptivm matmrials used by 
(CB) 2 employer relatians Bpecialists during' rearidtnmntf see the 
Program ^ervi ew . 
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T Sat MP system for recording site inronnatioa 



jyi i^-^to^the-minuts site inventory and comprehensive re^jords of 
esployer instructor involveront in student learning activitiea 
ser^ many puBpos^s for laffi students and staff, to the basis of 
sueh records f/co^rehensive liability insur^ca cove rage for 
sBployera i4 secured^ community relations activities and anployer 
instructor davelopMnt sessions are planned and student learning 
activities are negotiated. 

Since recriaitment is the first step in gatliering laaming^related 
site information / it is critical that what is observed about a 
sits be recorded conpletely ^d accurately and entered into the 
permanent records tioused at the learning center* 



OPENING THE RECORDS FOR A RECRUITED SITE 

On receipt from the anployer relations specialist of the signed 
Letter of Intent, Indamr ^ Coven^t and EES site noteSf a site is 
entered into the following three -*p art recordkeeping ystem* 

Card File I Current Site Inventory 

The alphabetical card file is designed to allow easy reference of 
brief site infO'imation and con^ilation of a current site inventory* 
For each site recrmtedF a card is added to the file* listing the 
site name* address* contact person and enployer instructor (s) * ^d 
general site requirements or res mictions related to student 
learning (see sanple an next page) . This file is koused in the 
learning resources wea and super^sed by the leading resource 
spa di alls t. 

File Folders: Cumulative Site-Related Matarials 

Intended as a collection point for all materials pertaining to a 
site* these folders begin with a brief site description written 
by the ERE iBmediately fallowing the recruitment interview, This 
description highlights possible areas for student involveront and 
special conditions or restrictions , In the folder is also filed 
a copy of the signed Latter of Intent* the first section of the 
Learning Site Analysis Fonn* the Indenmity Covenmt and any 
descriptive brochi^es or materials gathered by the EBB during 
recruitment. As student learning plans are developed and onsite 
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learning activities i^leioented, all related materials generated 
by the site will be added to the folder, thus bi^Ll^ng a 
cosprehensive site record of involverent in ^tufent learning 
aativities. 



SAMPLE CARD FROM SITE CARD riLE 



(Sidm 1) 



Company NaTO; 
Address : 



Walk-In Legal Aid Phone: 
1941 N,a* !teridian 



555-3880 



Contact: Ann vandam 



Type of Business 

Learning Sites 
Alternatives 



Provide legal assistance to indigent 
persons 



EI 

Rose tortin 



Activities 

Intake interview 
Phone research 



Inves^gation 



Grant Hick am 



Investigate alleged 
crirc , canvas for 
witnesses 

Write reports 



(Sidm 2) 



ConHTientS : Heqiiires that you be able to monitor your ovm 

tima, be a good reactor »d able to write reports 

Must ri^ bus (line 41 & 44 will get you there 
from the center) 



Scheduling Requirements: Plesable scheduling, however 
you may have to spend some full days 
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Employer Relations Specialist Notebook: Portable Summary of Siti 
Activities 

The e^loyar aardi in the ERS's personal loosGleaf notebook are 
designed to allw suraiarizati^n of informatim ragarding a aite 
and stu^nt leaming^related activities* \^mn a site is recruited, 
the site nare# address^ telephone n^toer and contact person aim 
entered on the card (see page 50) , which in turn is entered 
alphabetically in the nottbook of the recriiiting ERS, Si^sequent 
entries on the card are made as student learning activities 
progress at toe site. Each card thM becomes a summarised 
cumulative record that the EM Qan take along on site visits. 

Recording Sites Not Recruited 

For purposes of future reference and to avoid repetitive contacts* 
a record should also be kept of (a) sites identified earlier as 
"potential" learning sites but not interviewed at this time and 
(b) site3 interviewed but not selected for recruitment. 

Sites identified but not interviewed may ha utilized later as 
necessary to respond to student requests (see page 57) , For 
those inter^ewed but not selected for recruitment* the reason 
for their rejection and the c^sir^ility of reopening the contact 
at; some future time should be noted. 

Later f as students begin to visit sites* the recor^eeping system 
will alEO have to distinguish sites available but not chosen by 
students for ea^loration—a possibility if recruitment is not 
based directly on student career interest assessment (see 
page 20) . 



— — - CmSS-REFERENCE ^ 

"BuMineBB Managmmentf" Maimgmmmnt s OrganizAtion f page 111 ^ aontains 
a desariptlon of mnmgmnmnt^rmlMtmd rmaordkmmping in an EBCE 
program* Pages 115^116 descrlbm how the Lmtter of Intent and 
In denml ty Covmnen t preci pi ta tm e mpl oyer ins ur&n ae ao vera gm , 
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EMPLOYER CARD 
EMPLOYER RELATIONS SPECIALIST NOTEBOOK 



SITE VISIT RECORD: 



DATE 



HAINTENANCE 



PURPOSE 



/a/7 



Buslntis 



Address 



Phone 



Contact Person 




Phont 


LEARNING SITE 


LSAF 
/o/s- 


EMPLOYER INSTRUCTOR 


PHONE 











































CONDITIONS AND COMMENTS: 

Timt ArrangiTOnt ^ds. /nj^^^a^^S^j 



Clothing Requirenitnt 



Sflfity/E^uipmint 



Letter of Intent , t/^ 
Indemnity 1/ 

NUMBERS OF STUDENTS 
Csreer Explorations 3 



ANECDOTAL COMMENTS 



Site Recruitment (Item 13) 




Make prograa known to the Gommunity through 
preeantations to lowl groins kf^y individuals 



0am of the prima^ tasks preparatory' to initiation of an EBCE 
program and actual site raoruittient will ba to let people in the 
coTOunity know wha^ the. progran has to offer its young peopla, A 
good deal of work during early prc^r^i planning will be requirf.d to 
est^lish a local rosffiimi cations network that 

1. raaohes key parsons of influence in the uonmunity wto can 
participate in proc ^iam plaiining and public relations 

2. convinces local school district t^^ayers, parents and 
students that it \ms educational signific^ce, integrity 
and stability-^and is worthy of their considaration as 
an alternative for stu^nts in their district 

3* interests a wide au^ence of conmunity members and 
eii^loyers to the extant that ttey become willing to 
volunteer their sites Bud personnel for EBffl learning 

*Shm contacts you make during early progran planning lay the 
groimdwork for the site recruitment that begins in aamast when 
thm EBCT program is approved by the school board* How these 
early presentations and individual contacts help build il site 
network is treated in thm pages that follow* 



Thm handbook on H^nmgement ^ OrgAnizMtion Buggmsts wMym to find 
mnd enlimt key aomtmity individumiM in "Program Planning S 
Govmrnmnam f" pages 15^21. How to initlatm and maintain good 
OQiaituniaationB with all mudienaes is addressed throughout 
"Commmity Relations;" see the ahmcklist on pages 141^143 for 
speaifias . 
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Identify first enployer and eommwii^ sites to be 
contactad for recimfc^nt 



Depending the nmnber and type of sites needed for the network^ 
the initial community interest s^vey may provide sufficient names 
for the first round of - recruitment contacts* Shot^d identification 
of additional sitei be .necessary * you may proceed in either (or 
both) of two directions. 

You may seek additional suggestions from resource persons who were 
helpful during plmning^ groi^ foOTation and tiie initial interest 
surrey* . Ihese may include plamiing groyp mambers and key business 
people^ studente# peraonnel within the s^ool ^strict* diaii^er of 
CommerQe^ officers Md rom^ ra of local civic organisations, city 
officials and selerted coTOiimity persons* 

Another ^tion is to es^and your reso\^ces t possibly includ.ing 
school district personnel from other career- or community-related 
progrMas such as work es^erience who could suggest sites to contact 
based on their past' e^eriences, taother source can be key persons 
from other local programs that involve em^'loyers in educational 
and/or youth activities ^ su^ as conmrnity colleges, Jimior 
Achievement and Es^lorer Scouting* ^ese persons could be the 
lead into sites they know are good EBCT possibilities* 

Hegardless of which resources are tapped, the en^loyer and conmimity 
sites to be contacted now for recruitment will have been reeonroended 
by people familiar with both the sites and EBCT^ thereby increasing 
the probability of successful recruitment and fruitful student 
learning. 



— CROSS-EEt^RENCE - - - -■ - ^ 

Tramtmnt of thm community survmy made during planning for an EBCE 
progrmm is aontAinmd in "Progr&m Planning s Govmrnance 
Mmnmgemsn t S Oigani sat ion , pages 21^23^ 
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Conduct initial site reGruitoent and selection 



When ^Imnning steps have been conflated and advance preparations 
have baen mmdB, the first romd of rc-crui"bnsnt can be conpleted Ln 
a few weeks. A well^organiaed team of employer rela^ons 
spacialiat (s) , plaiming or advisory gro^ meinbers# key businessman 
and program administrator will be able to interview aita contact 
persons, aacure signad Latters of Intent and record new sites in 
the inventory well before invitaticms must go out for a late^August 
orientation session, ThG stage will than be set for conanencement 
of first^year scudants' site es^ariences. 



"Employer Iimtruator Dmvmlopment/* pagmg 63-102, offers 
Bugges'tionB and smwple AgmndmM far the August orientation session. 



w u 
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Adding Sites to the Network 



Oncm the prcgrm ymmr begins^ sites Are r&cruitmd prinmrily in 
::mBpQnss to idmntifimd studmnt nmmdM or rmquests ^ This 
individualized sltm rmaruitmBnt follows tha sa/ne proamdur&s 
usmd for building thi^ original n& two rk. 




Detamine need for site 



Need for a site ganerally bacomes Jmown in one of four waysi 

1. specif ie student i^ntification of career and/or site 
interest 

2* EBS jud^i^t that a given ©cci^pational area or career is 
not yet adequataly represantad in the netvfork 

3, withdrawal or termination of an existing site 

4, design of a student project specifically requiring 
es^loyer or cofflnunity resources not avril^le in the 
preiant network 



DETERMINATION OF STUDENT CAREER INTEREST 

In conferenca with tha stu^nt/ the anployer relations specialist 
useo thm results of career interest indicators actaiinisterad during 
the suBSoer to help the student iden^fy specific occupations he 
OS she would like to axplore. Again at various intervals 
throughout the year, stu^nts repeat the occupational interest 
assessments and, with assistance from the IRS, make additional 
site selections for e^loraticn md learning. 

Stu^nt interest in a particular site may arise in ways other than 
career interest assessment ^ as well. For exM^le, the student may 
have done businass there or recei^d a special service such as 
medical aid or coimseling* A friend of the student or his family 
may be enthusiastic ^out his or her job or place of eit^loyment. 
These encounters in turn may spark the student's interest in an 
area or site not identified through assessment* 
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Site Rearuitment (Item 16) 



WiSUFFICIENT REPRESENTATIGN Or AN OCCUPATIONAL AREA 

S^etlffies student ancounters with ^Brta^in occupational araaa-^for 
exa^le* the social sarvicas^-proi^t requests for aTOlorations at 
other sitas that same interest area* Available sites may 
baeoBa "overluadedr" creating a need for additional sitas of that 
type to allow for multiple student requests, 

Ocoasionally # an "active" site or an airployer instructor will 
withdraw'*--parhaps as tta result of a layoff or aconomic downtum— 
or be terminated from participation in tha progr^* Wiis ^ too* 
may laava a gap in the sita network, 

(CT)^ EHSs haw rioticect particulMly that chMgas in perscnnal 
over the smroer months come to their attention all at onca in 
August^ creating a heavier thmn us^ial racruiting need just prior 
to the begiiming of the pr^ram year. 



STUDENT PROJECT NEEDS 



hB a student works on projects and increasingly refines individual 
le^mijig goals, it may happen that project work leads to a site 
not prasently in the network^--eithar becatise the negotiated project 
calls for the site or bacause the student prafers complating t^e 
project thara. 




CROSS^EEFE^NCE 

Student aarmmr intmrmst AM^mssamnt is disausBmd In "Caremr 
ExplOfmtionBf" Curriculum s Instrmtion, pmgms 145^150. 



n 
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Attefl^t to match need with availahle sites 



When the need for a partiaulM' type of site becOTOS known, you 
may well be abl6 to locate, what you need by examining ' those sites 
already available in the "aetive" network. If iOi the neKt step 
will be to oontaot the site * representative mid arraige foy student 
plaaeimnt* ^ 



CROSS'-^FERENCE 



See "Sltm UtllimatlQn," pagms 156^158 far Btudmnt plAamment 



Site Recruitnmnt (Item 18) 




^^en nacessary, identify possible new site(s) to ba 
recrmted 



Particularly as student interests as^imd as a result of early 
explorations, sitos that are not yet a part of the network may be 
needed* First, appropriate new aitds rai^t be identified for 
reoruitmmt in basieally thm same, way as during initial 
reeruitsient : 

1. ^view previously identified but not-yet-reorui ted- sites. 

2. dontaat ouirently partioipating site personnel for 
suggestions, 

3. Again, utilize oonmunity aouirces to ictentify potential 
sites* ^ ^ 

4. Selest several possibilities and prioritize, 

^e ERS may elect to tap any of the usual resourceS"from the school 
ai^erintendent or ttie board of directors to already "sucoessful" 
partioipating site personnel* Many times ^ studenta will know of 
a site that fits the request. 

The EBB may then initiate oontact with each potential site as the 
suggestion is made or may eonpile a list and prioritize the \ 
possibilities, fhis prioritization will be based on boto tiia 
reooBTOndations of the resources and the location of the suggested 
site* (^)2 ^Ms use ^e location criteria to determne the order 
in which they oontaot otherwise equally desiyabls sites: they 
begl^ with the sites closest to the learning center and work their 
way out, I ■ 

( 



\ 
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Conduct rscjniMBient interview with site decision m^fer 



The procedures designed for initial site contact and interviawing 
^ are again applied* However, tiie approach may change baaed on 

03^riencea with eu^lier recrmtraent and the fact that the program 
year is now wderway. 

Tmi differencefi in the ways (CE)^ ERSi conduct toe recruitoent 
interview after students have begm to visit sitei Me significant. 

First, stuetents theMelvei are often invited to acconpany the EBB 
an the recrTU.tnent interview* Presence of thm student allows the 
EM to observe Uie intact person 's comfort witti the situation and 
ability to interact spontaneously witii thm student* thus forming a 
basis for preliMnary estimation of the contact person as a future 
en^loyer instructoi^ md as a source of recommendations for other 
Els* Simil^irly, the student is gi^n the opportimity for a 
personalized preorientation to the site and t© yie contact person. 
(CE)2 EBBm repo^ that often the es^loyer directs more questions 
to the student than to the EBS* 

Second, exas^les of ro^leted itu^nt projects, EKploration 
Packages and the like replace the si^le materials used during 
initial network recin^traant* Such tue lends a personalized note 
to the EBS's e^lanation of the progrw and makes what students' 
do^^especially students they know^-TOrfi interesting and 
imderstandable to thm eo^loyer. 
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Site ReaTuitmnt (item 20} 




Invite sita representativBs to oriantation aessiori 



Ifltifin thm racruitad site has bean added to the network and amployer 
inetruetorC^) have bean seleated^ site personnel are invitad to 
attend the next sehaduled anployar instruotor devalopmant session* 
(CT)2'3 series is designed so that Els entering at any time during 
the year are quickly and oOTifortably inGorporatad into student 
leamijig activities and progr^* \ 



EmpioymT inrntruatar developimnt sessions arm d&Bcribed^Jj^ tM next 
section of this hmndbook^ -^^ ^ 



E9 
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Begin studant placement procedures 



For later plaees^nti as toII as first onaa* ERBs follow a carefully 
^mLgnmd series of steps to ensure smTOth acclimation of student to 
site* niomm. procedures are described in the "Site Utilization" 
section of this handbook, ' , 



* t j 
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EMPLOYER INSTRUCTOR DEVELOPMENT 



/ 

Erop loya r Ana tructog ^^mlgijm^t provides lite persoimal with 

^teff si^port# pTOgr» iiifomati©n, skill da^lopment 
and eontaet wito eaoh other needed to guidte* negotiate with# 
inatz^^M and evaluate studteinti in £BCi« 



WHAT EMPLOYER INSTRUCTOR DEVELOPMENT ACTIVITIES CAN DO 

1. maxiinize the potential /©£ an enployer/eoamunity siti as a 
learning setting by foousing einployer instruotors on their 
^nstruotionalf s^ervisory and guidanae responsibilities and 
devel^ing their ability to help students disGover useful and 
relevant learning ej^erienees 

2, provide a: plamied, integrated series of eD^loyer group 
meetings to coniplenient ongoing one^^to^one site maintenanGe by 
the enployer relations specialisti sueh a series of meetings 

a* affords eE^loyer instructors and oontaot parsons the 
opportwiity to orient themselves to progrMi changes at 
regular intervals as toey work ^th students 

b, responds to enployer insteuotor needs for training in 
program* related funQtions ' 

c* serves as a means for employer instruotprs to express 

their ooneerns and exchange suggestions for working with 
students, with eaoh other and with program staff 

3, enhance enployer \aider standing of aspects of their role 
related to prograpi design, evaluation and refinement 

4. promote and maintain enployer/conmiunity interest and 
si^port of the program 

i 

ASSUMPTIONS ABOUT EMPLOYER INSTRUCTCR DEVELOPMENT 

%ftile enployer instructors may be highly interested in the 
possibilities of working with young people, they generally will 
need and want support from professional educators . 

Si^port of eir^loyer instructors cMnot be a single preservice 
activity followed by a year-^end bitfiquet to eatress appreciation; 
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nesdad rather is an ongoing pro«si of oriantation to roles «id 
funations as^ected by MOT. 

Materials f procedwes md approaches twed in devalopment 
aotii^tias ahotild hm straightforward and concise ^ geared to easy 
imdarstaiding by lay persons, avoiding if possible the jargon 
typical of educators, 

THE PEOPLE INVOLVED 

Pltaning of the es^loyer instruator devel^mtet eon^onent as a 
whole draws on suggestions from all staff and the program 
aAainistra tar 9 who in turn may use additional resource persons--^ 
particnilarly e^lbyer inst^ctoM toerasalves? as appropriate. 

Planning an4 conducting each development session is shM^ed by all 
staff members and varias acTOrding to pacific design and 
purpose of each session, Tim eflplwer relations specialists due 
to his or har imique role in working daily ^tii enpioyer 
instructors, must provito specific /suggestions. Student 
participatiOTi in tta sessions is sought as appropriate, 

RELATIONSHIP TO OTHER PROGRAM ELEMENTS 

Enpleyer instructor development activi ties are occurring at the 
same time and ^volva basically tiie sama people as several other 
program functions 1 site recruJ.taiant, student onsite learning 
(site utilization) and program planning and governaiice. The 
format and content of as^loyer development activities will reflect 
and be shaped by toa ^volven^t of e^loyers $ OTBuawiity members $ 
students ^d staff in these other simt^taneous functions. 

Of particular significanca is the conplementa^ nati;ffe of 
ei^loyer instructor development sessions and individualized site 
maintananee by tiie employer relatic: specialist (described in 
"Site UtilizatiOT") , Sito raaintenMue^ inten^d to respond to 
individiial questions* needs # concerns imd suggestions toat arise as 
the anpldyar instructcix wrks with students , shares with 
developmant activities ti^ imderlying purpose of bringing out in 
each ai^loyer instoictor the bast ttat he or she has to offer IBCT 
studer^^s. However, site raMntenance relies primarily on one*-to^ene 
interactions batwem an anployar relations specialist and an^loyer 
instructor at the stter ratoer than on group sessions at Uia 
learning center * / . 
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Employer Instructor Dmvelopm&nt 



Steps to Foilow 



PLANNING FOR DEVELOPMENT pag# 

m hgnm on purposes of ^^leyer instructor 
dsvelopsimt 

Msi^ ataf £ roles 



3 I Detenrina ^^loyer instructor training naeds ' 



^ PlM devslopflient sessions to meet identified 
needs 



Consider iaylicatiens of ^\v€rse audienQS for 
daval^roOTt aotivities 

Ej^and recordceeping systeai to inaorporate 
developsiant laaterlals 

Provide for raising ^valopment sessions and-^ 
other program faatures basad on fe^^ack from 



CONDDCTING EACH SESSI ^ 
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Mlooate staff rasponsibilitias in plamiing 
wd presenting session 
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Seak partiolpant evaluation and share feec^aek 
wito all eaiployer instruetors 
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CONDUCTING AN El DEVELOPMENT SESSION 



INCITE lis 
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Employmr Instructor SBvmlopmmt (Item 1) 



Planning for Development 



^ Agfmt on pi^poaes ©f M^loyer instructor devmlopment 



^though the prafeseiiM^al IBCE staff may ba limitad in nui^arr its 
size is inereaaed many times over by the dozens of other people 
serving as "teaehfirs"i employer instructors (EI) who work 
directly with IBCB etudents on a daily basis # helping them 
imderstand i^ortmt processes , facts and attitudes related t© 
in^vidual IBQ stu^nt outcomes, without employer instructors^ 
EBCB coi^d not take place, 

^e general purposes of ea^loyer Insteuctor development at (CT)2 
(see page 63 ) spring from tiie realization that tiie ^tential of 
a location as a lemming site hinges directly on the gapabillties 
of Bis to interact effectively with students » niese men and 
women may never before have bought of themselves as "teachers"* 
Bie IBCE notion of pe^le frOT the cOTOMmity getting closely 
involved with sti3dents as instructors ^ wmselors and parteers in 
ej^rientiai learning may be new to ttiesu Further # no two 
indi^^iduals will come to the teac^ing/leajming situation with the 
same set of skills, stwdards wd e^ectations, 

Finally> the EBCT program is cosplioated and consists of many 
interlocking concepts and strategies* lls# like all program 
participants, need ti^ and repeated es^aure to program 
conplexities before they cm grasp EBCT in totality Md apply its 
technlquas oomforti^ly wi^ ijidividual students. The original 
recriu.tment inter^^ew and one orientation session at the beginning 
of the year can neither anticipate nor respond to all EI needs for 
information and si^port as they interact with young people at their 
places of work. 

Rather, it is is^rtarit to provide Els witii regular opportimities 
throughout tte program year to exchange with program nta^f md 
each other a multitu^ of opinions * suggestions md anecdotes 
based on e^eriences with students* Development of enployers as 
instructors can be likened to the inservice training for teachers 
often provided by school, districts. While e^loyers are learning 
from toe ir es^eriences with students, prt>gram staff try to pass 
along to them what tiiey Imow about working wi^ young people and 
to help Ela learn from sach other how to be more fe,ffectivs. 
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THE HISTORY OF EI DEVELOPMENT AT (CElg 

During the aunmier mnd into (CT)2'§ first program yaar^ staff held 
several meetings to familiarize site reprasentatives with program 
features and onsite learning activities* As the series progressed^ 
staff perceived a recurring theme i people attending the meetings 
wanted help in ^oomiiig effectiW employer instructors. They also 
welcemed opportunities to get together to share questions and 
exchange ideas* 

This feedback was reinforced by 

1* research findings from other programs usino onsite 

conEiunity resources which show that additional training 
of supervisors working witii trainees is desirable 

2* employer relations specialist (EM) reports of questions 
resulting from student/EI first encomiters onsite 

3* suggestions from employer and commimity members of the 
planning group 

Armed with this information/ (CE) 2 staff 'treated what are now 
called EI development sessions to follow summer orientation and 
to st^plement onsite EBB/EI interaction (see "Site. Utilization") . 
A questionnaire administered to all individuals involved in 
student onsite learning resulted in unMimous fendorsement of 
periodic EI development gatherings during each program year* 



Employer InBtructor DBvelopmsnt (Itmm 2) 




Aisi^ etaff roles 



ROLES BASED ON THE (CElg MODEL 



Prograni AAnlnistfatdr 



r 



Given ths iaportaags of mt^loymr and Gpnantinity sites to the 
pmgr&m and the need for o©ordination of ©iBployer instruetor 
"trainijif*' ytith ether prog^aya iftmgtionsi toe progrdrt administrator 
should retain primary rssponsibiUty for 11 developnent* 7 a 
adUtion# he or she should partioipate directly wlih othe^ staff 
Jji planninf and ispleB^ting individual development sessi^ons* The 
program adtainiitrator's gueral administrative and manageSient 
expertise # mdarstinding of the program as a whole and visibility 
in the oommunity should be oontinual assets t^/ll development* 

/ 

Employar Ralatlons Spac1il1st i c 

The ea^loyer relations specialist should take charge of ^sign and 
iroleaientation of each session because (a) the ERO is imiquely 
inwlved wito all other progran particip^ts ^d (b) the EHS is 
most familiar with tiie ea^leyer coiTOunity because of work on site 
recruitment^ utilisation and n^intenance. 



Other Program Staff 

Thm EBB can in turn draw substantially on otter staff as 
appropriate. Learning managers cm contribute perspectives ^ 
regarding student learning strategies and reoowmend straightforward 
techniques for presenting (ea^laining) them to enployers. The 
learning resoiyce specialist knows the potential of enployars as 
leara^g resources and how students can access those .resources. In 
addition^ thm thD would probably be the staff e^ert on media and 
techniques appropriate to vMious training activities and 
presentations, ^e student coordinator can marshall guidance^ 
related considerations and possibly make suggestions regarding 
group processes # presentation techniques and coordination of all 
activities. Staff will contribute in^vidual talents ^d 
strengths in addition to skills and toowladge related to their 
roles. 
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Other individuals £mm ths conmunity or within the district could 
bm galled on for certain special t^es of inputs such as 
inte^rswi^ relatfoni tasfmiquea and specializad diicusaion of 
such processes as usa of resoi^css^ dealing with "problem casas" 
^d so on. In shorty anyone who can mid is willing to help 
should be used, BBO! is, after all, education in and by the 
GOTOuni^, 



cmss^REmEEtrcES 



"Personnel ManAgemnt it OrQAnizmtion , contains role 
dmsariptians far all EBCE mtaff/ pmg&B 48^-57. 

In addition^ EMS tmsks and rmBponBihilitims during site 
rmcruitBmnt mtd sitm utilisation arm disauBBed in other sections 
of thXB handbook. 



s 
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Emplayer Instructor DBvelopimnt (Item 3) 




Determine srr^loyer instructor traiiLing needs 



(ffi)2 staff have found employer in.^tructor training needs fall 
into four general knowledge or skill areas i 

1. thorough u 'ders tan ding of the EBffi program and tlie unique 
role of EI 

c- 2, ^ility to orient students effectively to the site and 
= its operations 

3* ability to cosimitfiioata and give feedback to students 

4* imderstM^ng of the procedures for in^le nenting learning 
strategies 

These needs were identified by site personnel and proqram staff as 
students visited sites for learning pu^oses* 



FEEDBACK FROM SITE PERSONNEL 

site personnel themselves are ideal resources for determining EI 
training needs, " Site contact persons and Els. will have many 
questions regarding v/hat thmy are to do aun.d how they are to deal 
with students arriving at their site* ThmmB questions ^d concerns 
are a logical starting point for plmning EI development. 

\ 

.INPUT FROM STAFF 

/. 

Just as site personnel have opinions and questions not answered 
duririg recruitmBnt^ so program staff will have ideas of what 
information thmy consi^r crunial to EI efficiency aid 
effectiveness in dealing witt EBCE students* The employer 
relations specialist , as the designated channel through which 
information flows directly between site and staff, has a feel for 

personnel needs from talking to contact persons during 
recruitment* Other staff familiar with the EBCE curricnlum urn 
offer suggestions from '"that perspeotive . . 

For ^exanp^lej the student coordinator may emph^sizs topios dealing 
with student orsite behaviors and efficient utilisation of ' 
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assessment data. The learning resource specialist' will probably 
want to insure understanding of the notion cf people as resources* 
Learning m^agers will be espaGially conGemed tiiat eroloyer 
ins truo tors feel comfortable with the instructional strategies and 
materials they will. use in working with students. 

Staff opinions should be gathered^ perhaps torough an infoi-mal rap 
session, and added to those of site personnel . 



COMPILING SUGGESTIONS AND RECONWENDATIONS 



For ICE) 2 development pltoning/ two indlvLduals trained in 
interpersonal relations techniques coordinated staff and employer 
suggestions and drafted W^m design of the EI development conponent, 
Hie basis for their design was a OTmbinad list of employer/ 
community responses i including plainuig groi^ feedback and staff 
suggestions* Th^t list is displayed on the following page. 



— ^ CRpSS-REFEREHCE = — = — 

Soma activities In the follQwing' list of suggested EI training 
needs are now part of the on&~to-onB site imint&nmna& conduated by 
(CE) 2 employ&r rmlAaons specialists during b I^: utilization . See 
"Sitm Utilization" for details. 
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SUGaESTED TRAINING NEEDS FOR (CE)2 EMPLOYER INSTRUCTORS 
Giyitral Infonnation Needs 

1. the place of EBCTI in society and Bducation 

2* objectiims and baaic Goncepts of the (ffl)2 program 

3, background information on students (skill levels, 
experience r aptitudes and so forth) 

4, reports of student progress 

5, student activities on job sites 

Ways to Assure that Students are Learning Onslte 

1. *^ make sure students taow how to question 

2. clarify student dual responsibilities as learner Bn6 
"worker" 

3. prepare eitployer instructors for student arrival onsite 

4. clarify and enforce student attendance requireitiiBnts 

5. specify time, schedulir ^ectations 

6. develop specific letirniXij and behavior expectations for 
students 

7. provide "report cards" measuring student progress 
8» allow student critique of Els 

9. dasi^ a reporting system for staffs students ? Els 
K 

Ways to Proroti El/Student/Staff Communication 

1 , hold studant/staf £ conferences and provide feedback to El 

2, find out w^at "preview" job site information the student 
needs or waftts 

3, encourage student participation in regular employee 
orientatdpn onsite ? if available 

4* sec^e st^sdent md El agreement on responsibilities 

5* clarify share. roles 

6« hold thMe-^way conferences, among the student ^ staff 
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Pletn developmant sessions to meet identified needs 



E^loyar instructor davBlopment sessions shoiild be planned to 
Eupplament onsite maintenance support fay the en^loyer relations 
specialist^ witoout dupliaating ttat airport* Site maintenance 
can respond to individual questions ^ needs f eoncarns and suggestions 
that arise as the EI works witt students at the site. EI 
development should promota interaction among all participants in 
student learning and discussion of shared needs, 

A (CE)2 ERS recently sunmed up the important complemantary nature' 
of El davalopn^t wd site maintenance i 



W& notlcm it- 3 muah easier to run a mAintmnanae visit 
after a dBvelopimnt session he cause the employ mr is 
imre awArr of the program ^rnm you use. You don't 
hmv& to turn thm msintmnmiae visit into a rmorimntation 
session f and you can zero right in on talking ^out the 
student who's at the site. 



FREQUENCY, NUMBER AND .PU^OSE OF ACflVI 




Based on first-year e^eriances^ (OB) 2 staff conduct four group 
sessions, one every eight to ten weeks during the program year? 
to punctuate and tie together ongoing ei^ioyer maintenanca and 
student onsite leading* Each session focuses on one of the 
following puqKSsasi 

1* orient new eit^^loyers to their role as instructors before 
thmy receive students at thcij r sites 

2. answer questions from ejqsarienced Els and allow all Els 
to exchange ideas 

3. build skil3,s Els feel they need to barter serve iioth the 
Stu^nt«* and the goals of the progrMi i 

4. obtain . f ee^ack from Els on ^e Huccass of progrM \ 
strategies f including developfiiant activities thamselves^ 
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Session I : Orien tation 

aaployar inatriactor orientation^ held Uie week before school begins 
brings those jite persons who ha^ voluntaered to work with 
students together with program staff and students for introduction 
to specifios of their role in stut^nt laarning* l^iis first 
session is intended to 

\1, supplement and reinforoe the prograro overview conveyed 
d^ing thm recruitment inteisfiew by 

a. helping en^loyer site personnel mderstand their 
role as instructors and their authority in dealing 
wito studants at their sites 

L. responding to en^loyer questions a^ut thm progrMi 

c, covering in greater detail c'^rtain concepta and 

learning strategies introduced only briefly during 
recruitoent (for example # projects # Exploration 
^&ackages, student accomitability and attend^ce) 

2 * acquaint ei^loyers with one another and =with t^e »EI ^ 

developEwnt component as a series of training" sessions 
to be held throughqut the year 

3* lay the groun^ork for the continuing evolution of 

staff /student/ community esprit de corps and cooperation 

Sassion II: Problem Solving Clinic 

^e second en^loyer instructor development gathering occurs 
shortly after students have begun visittng_s^ites^..^d-==a^d^ 
EI q«stions and concerns arising from initial experiences with 
s identa- Session ll is designed to 

1* ra^pond to pregathered EI questions regarding areas of 
genf^ral concern mxd 

a. emphasize the employer's role not only as instructor, 
but also as a central figure in program design 

b. review import^t points of contact among Els^ staffs 
students md instructional materials and strategies 

c* encq iirage Els to interact and exchmge ideas with 
each other, as well as with staff and students 



d. 



provide guidance by progr^ persoruiel for dealing 
with student behavior iss^s introduced by site 
personnel 



Ei^LOYER/COMMUNITY RESOURCES 



2, involve einployGrs iji program dasign and evaluation by 

a. soliciting suygestions for deAlino with recurring 
issues at sites, based on Gs^eriCAces with studants 
to date 



requesting en^loyet yiitiques of the instructional 
strategies ^cussad during the ciiniu 

3. orient an^loyers who may not have attended the initial 
seasion 



Sasslon III: Training Session 

Sassion III taps the a^artise of e^erianced eiriployer instruGtors 
to help all Sis develop skills in dealing witii students on their 
sites* Furt%jr# it is planned to 

1* provida continiu.ng as^hasis of tha El's role in student 
learning and program ^eratiotiF by 

a* reviewing toe roles ^d rasponsibilities of Els ^d 
program staff through each st^g^i of a student's 
academio prograa 

b* encouraging Els to shaia solutions to consnonly 
exparienced prnblanis 

gatheri:ic/ EX ^.ucrgfestlons for hanc^l^ng niajor issues 
affecting Sw^^dant progress onsite 

2. again, provi^ a.^ienting novice Els to key 
L'iforination covered in precadiiig sessions 



Session IV: Feedback Session 

The final eii^loyer instructor development session, heM after tne 
close of the pzogrMa year, gathers EI res.jonaes to ?staf f-initiated 
questions regarding program op? '^ition and design. It is 
stouctured to 

1, c^itali^e en the si^ificmt role Els hav^ r ayert 
throu^ou*' tbB pi»ograin year b-? 

a. analysing es^eriencei:^ ttey b had with studenta 
during conpetancry certification^ aKploratinna and 
learning levels 
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b. collecting recording EI evaiuation/^alysis of 

program operational issiias as input to progrm 
refinement 

2^ encourage continuing employer participation in achieviria 
program goals by stimulating interaction while encouraging 
analysis of progr^ procedures 

3. oncf^ again r orient those lis who may have been recruited 
since the preceding development session 



ANOTH ER POINT TO CONS I DER 



As the (^) 2 program atoinistrator noted, site personnel workino 
with students onsite must "juggle" their responsibility to EBtt 
students with their regular work i isponsibilities* 

It IB therm form very important that we ^ink About 
emplayBrs ' totdl needs ^ not needs aremtmd beaa*2SB 

V/& place studBntB at thmir si it ^ The students probably 
take only a fraction of their tiL. anl energy. Employers 
are probably having problemM with their employeeB , too: 
motivaticnml problems ^ aornnui': vation problenm md the 
likfr. We should be smart Bncugh to t' ^ tlie two together/ 
because they are trans feri^ ^le ^ s. Teenagers are not 
that mMh different from adults rj you're talking about 
how you deal with them. Thmy'w . little less mature ^ 
bat outside of thaC/ there are ii ^ct of the same problems 
that you get with employees . 



CROSS-REFERENCES — 

Synopses of fCSj^ ^niployer instructor development ses&io'^^ are 
contained in Appendices F, K and t. 

F^ne "Site utilization pages 119^124, for complete trea^mnt of 
site maintain' ance activities by tie employ or relations specialist , 
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Consider iinplicationa ov diverse audience for 
davalopipent activities 



EMPLOYER INS^VJCTORS 

Davelopinent activitias address all employer ingtructQrs from 
e^rery eurrently ; site* This includes i 

1* Elm at sites that have j^ist joined the program 

2, Els at sites tAat have been with the program from the 
beginning 

3* ^.Is who have attended other sessions and have worked with 
several students 

4. Els who have not yet v^rked with a student but who are 
"ready" 

This broad definition takes in a large number of people with 
widely varying knowl -Ige of the pTOgram. People who are "veterans' 
are grouped togetlier witii some who know practically notoing about 
being an 21, 

Such 9, large and diverse audit i.je demands very jareful planning* 
For exanple, new lis must be able to join the series at ^y tiJne 
and readily "catch \3^" on infortnation presented at earlier 
sessions without dimiAishing others' interest* Howe%'er/ i^) 2 has 
fovmd that a heterogf.neous groining promotes a sense of ooiMnunity 
by allowing for continuity and reinforcement of information among 
all Els* 



OTHER ^PARTICIPANTS 



C^tional— ^but reooBiMnded'-^^partidipants are higher management 
taraonnel and '^contac * p^i:Sons'S if ac^ tlio same as the cin^lv-^r 
instructors at a site:* :-'^ti^^ularly nt lajry^:r site^^ the contact 
parson may not be the 1^1 and may not: wrk directly w^Mi atudents. 
In these cases ^ the coi,taat person^^^^Wi t iough just coordinating 
site visitation^ --should be kept ijp to date on program in form At ion 
and provida the saa» tr^ning oppoarwunities as Els, 

SiHiUrly* other higher managoment pt^rsonnel non aatincf lis 
may nevertheless serv^ impor^/int functions in relation to the 
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program—hosting visitors, participating in employer samijiars/ 
r3p re sen ting the site on the board of diractofs or deciding if 
the con^any will parti cipate^-M.d should al^o be included in 
e^loyer instructor davalopment activities* 
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E:cpauid recordkeeping system to inccrporate development 
materialn 



The recor^eeping system set up during site recruitment may yet be 
in its ijifmnoYf but already it servfts as a resoiirce for employer 
instructor development planning* Any one of the three sets of 
site records suggested'^-the reference card file, cimulatiTO 
folders or employer relations specialist notebook" can be tapped 
to idantify currently "active" sites ^ poll personnel regarding 
their training needs and invite Els to development sessions* 

l^is thrfte"*part renor^eeping system should now be e^^anded to 
acr^ormnodate natyrials from EI development sessions^ 



qECORDKEFPING FOR EACH SESSION 



Attendanci 

Keeping track of who comes to each employer inscructor "training" 
session is in^erative for later use in site maintenance ^d 
student placement at ^ites* the basis of attendMce records r 

the EBB can 



1, guarantee that each El receiving a student has first had 
a general orientation to the program 

2* ascertain either that the EI understands the learning 
activities to be i;tplemer' :^ or ' as indieated a further 
need for information 

If Els are to offered a stipend for their attendance at 
development, sessions ^ the system for procsssing payment- will 
require a voucher or payment request of some kind, which would be 
sufficient verification of attendance. Such a voucher or an 
att^^ndancfe card could be added direatly to each employer cumulative 
re^'trd folder* 



Agenda, Materfnls and Evaluation 

Records of each session's agenda, materials^ smnmary arid evaluation 
by participants are oseful for giving feedback to Els and in 
planjiing later presentationri . 



SO 



Employer Instructor ^velopmnt (Item 



At (ffi)2f for each davelcpmental session a £^le folder is sat up 
to collect tha following itaHssi agenda, piasanti^'lon materials/ 
aidSr ffinutes or sisyaaryr evaluation questiorin4i.i ■ This file is 
reviewed from year to year as staff pl^ employer instructor 
development presentations. 



CRQSS-REFBmNCE 



Jita recordB GStabll&hmd at the tiisa of reari^tmBnt are described 
in "Sitm .^aruitment,*' pages 47-50. 



EMPLOYER/COMMm^ITr BE^OUR^S 




Provide for ravising development sessions and other 
prograBi faaturas based on faedback from participMts 



FEEDBACK FROM EMPLOYERS 



At [CE)2 9 evaluation by arolo^rs is sought regularly on ave^ 
program aspect ond activity, aie of the most straightforward 
teelmiques for gaining suoh a valuation is through quaationn aires 
that focus ai.ployar coOTiants on particTil^ program faaturas and 
anoouraga additional obsarva^ons. After each session, 
questionnaires (see saaple# page 83) and return anvtslopes are 
given to tacii employer instructor. Questionnaire responses are 
compiled and reoordad for staff to use in analysing development 
sessions and other progrMi features and activities. 

Ettployer relations t_ ^ialist site main ten woe activities offer 
indirect but equally reliable av& ua of feedback from enployers* 
For example , it was through requests to the ERS from many employer 
instructors for mora frequent news of students after they left 
their sites that the i^) 2 newsletter was designed for TOnthly 
di^.tribution , 



Employsr Instructor Det-elopmnt (Itsm 7) 



SAMPLE EMPLOYER INSTRUCTOR DEVELOPMENT QUESTIONNAIRE 



Thil questisfmairg is intended to find out yoas reactions to the employer instruetor 
setting you navg pa^^tieiptted in tsni^^ht* Your pinions will as^f^i for Li^rsvLn? 
our relAtiQnjhipa with t^loyer instructari for gosiifalt rtiviiioni to prdgrain 

procedures. 



Part I 

laaed on your personal judg^nt of the amployer initructor meeting tonight, olaase 
rat# the following areas « 

PATING 

1, How affective do you ftel tonight's me^Jting ' (p'w^ aircle onm) 

was in helping you to undarsttod your role 

in working with itudants on Basio Skills? Excmll^nt Good fair Poor 

2* Hew relevant were the probless disclosed 
tonight regarding itudent behavior at 

a^loyer sites? E^omllmnt ^laod Fair Pour 

3* How realistic do yuu feel most of the 

suggestion^ ware that ware proposed tonight 

regarding student guidanee at eoployar sites? Exaellmnt Gooa ,FAlr Poor 

4r How intaresting to you were the videotapes 

that were shown tonight? ^ Excellent Oood ' y^ir i^oor 

3. How useful to you ware t:^^- ^rtiall group ^ 

disj^ussiong following the VLdao tapes? £x "7^1 lone Goad FAir Poor 



Part 11 

1, Did you learn tonight any new ways of working with students at your site to 
invol'^ thent more or to make their eJfperienogS more valaablt? yes .Vo 
If yeSi- what wert some of theie w^ys that you would like to try at your site? 

\ 



Do you feel you art receiving adaquata help this year from the employer relations 

spec talis ts to ^llow ysu to work well with students? i'es j no _ If no, 

what help would you like to resell? 



For (^) 7 students at yr^ur site* do you feel you ara getting, adequate infaniiation 

about what they are doi*ig in other areas of tneir study In (CS)-?? y^s 

,Vo It no* what help v^^<uld you like to receive? 



Yaus' fjaj'je (optional) 



EMPLOrER^^ COMMUNITY RE^URCES 



STAFF ANALYSIS 



(CE)-^ staff as a group systematically evaluate each session. They 
dX^cxms various prasentation tectaiques and the apparent response 
to each* If a particular saasien has been schedulF.d on several 
successive evenings to accotw; 'sdate large n^bers of enployer 
instructors (as is often the case with orientation at the 
beginning off the year) , staff may adjust s^seqiient "editions'' of 
a session based on their auialysis of a certain technique. 

Staff observation 1 continw long after a particular developmeAtal 
session has bee * ?ld* More general or long= range effects must 
also be picked up noted for possible future entry into system 
desi^, partici^arly by the EBS dicing site visits* 

An ERS described one long-range effect of particular signific^ce 
in thxB wi^: 

Emplogmrs beaornm easier to work with and even if it (an 
employBr inBtruatar devBlapimn^ sBBsion) doBSn' t 
incremsB th&ir Jmowledge ^ it tnereasas tfteir mnthusiaBm 
aid aonfidmnce , Employmrs Always say haw much thmy get 
Qut of it, and students o£ten comment on the chmgm in 
attitude in tteir mmployer instructor. 



CROSS^MFERENa 



^oUmr exmmplB of the me of questionnairm^ for emluating 
employer iastructor devmloprnent sessions is displayed in 
Ap[mndix J, 



Employer Instructor Development (Item 3) 



Conducting Each Session 




AlloGate staff responsibilities in planning and 
praaanting session 



Raspoijsibility for planning and conducting each employer instructor 
davalopmant session is sharad by all staff members. Staff ■ 
consensus on materials to cover and procedures to be en^leyed is 
considered desirable for several reasons % 

' 1. All staff officially share responsibility for program 
development Mid implamentationi the same diffusion of 
resporisibility should apply here. 

2. Each member will have opinions based on his or her 
position on the teami collectivaly they can better cover 
all the bases* 

3, If all staff are to shara in mM.^n^ tlie presentation r 
they should have a voice in deciding how that presentation 
should be made so.thay will feel comfortable with their 
roles as "players," 

Although overall responsibility for each session is shared, 
allocation of tasks varies according to the specific design and 
purpose of each session. For the s^e of efficiency^ 
responsibilities for certain preparato^ tas^s are allocated to 
individuals rather than sharad by the group. For example* one 
person draws ^ an agenda based on gro^ discussion, another 
M-afts ■ the latter of invitation and a third may reserve necessary 
aquipmant* Each submits his or her drafts or preliminary 
arrangamants to the others for approval^ before finalizing tham. 

/ 

SOME (CE)2 EXAMPLES OF TASK ALLOCATION 

How rasponsibilitles are distributed dapends on tha design of the 
particular sassion. Four enployar instructor development sessions 
held by (CT), illustrate a few condslnations of staff roles. 



85 



SMPLOyER/COMMUNITY ^SOURCES 



Session I' Qriintation 

ProgrM staff together plsm. the orientation session # with the 
afl gloygr relations specialist providing input based on contacts 
With employers during recruitment. Presentations are made 
cooperatively by the employer relatiQns specialist ^ the program 
a^^ni s tr ator y the le arning manager and other staff/ each of wham 
presents/discussas his or her area of as^ertise* 

Session II: Question/Answer Clinic 

All staff mantoers work with students and eiiployers as necessary to 
finalise agenda and delivery techniqx^s for the clinie* Appropriate 
staff members ass^e responsibility for planning and leading 
portions of toe presentation relating to their roles i student 
roo r a to r^ s t ude n t support system (guidance) i progrMi 
administrator— program provisions i learning manager ^ laaroing 
re spi^cj^ speci alis t ^ en^loyer relations sge€y.alist^ ^la^n3jig 
system. 

Session III: Training Session 

The entire staff contributes to planning the program by selecting 
those major topics enpl^ars indicated as concerns, Thm enployer 
relations specialist ' s contributims # based on Palings with 
en^loyers si^ice Session II, supplement the data gathering of other 
staff. All staff participate in the presentation and small group 
discussion * 

Session IV: Feedbacic Session 

All staff contribute input to planning the session, ^e s^all 
groups into which Els are divided for the presentation are chaired 
by a staff member appropriate to the topic area: employer 
relations 3pecialist' "-e^loration leveli learning resource 
s pe ci aj i s t — compa t en ^ certification; employer relations 
specialist" learning level* 
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9 



^termine training' needs in that area 



Identification of training needs cor a given session will be 
influenced by employer instructor and staff familiarity with EBCT ^ 
as well as by the intendeid purpose of the session. Processes 
will change gradually as people settle into their roles, gain 
salf-confidence and indreasingly apply their initiative and 
creativity. 

FQllowing are some examples of techniques (CE)2 staff use to 
research training needs for each of the four employer instructor 
development sessions * 

Session I: Orientation 

The primary puj^ose of orientation is to prepare all employer 
instructor::^ for student arrival by instructing them in the use 
of updated learning materials and taahniques. 

For three reasons r (CEjj staff feel confident in selecting 
orientation topics without convening a group of Els for direct 
input : 

1. An employer task force had been instrumental in the 
original design of the II development conponent as a 
.v^ole. 

2* Er^loyer relations specialists interview a contact 

person from each site during recruitment and accumulate 
records of questions and concerns* 

3, Highly individualized EI needs are met on a one^to^one 
basis during EM followi^ site visits* 

In effects determination of EI training needs for orientation is 
made indirectly^ — ^through staff review of enployer task force data 
gathered earlier, exanination of EBB recruitment records and 
feectoack from each ERS. 



Session II: Problem Sol 



By the time of the s^ ployer instructor devel 

session. Els ^d stu ^ve been learning togethe.. 

over two months. As ERSs place students on sites and 



ae 
sites 



\ 
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for maintenance piiiposes, Els indicatft their need for support in 
dealing with the raaponsibilities of the^^^^ 'onique relationships 
with students—particularly how to cope \.Lzh certain common and 
racmrring situations and issues* 

Ejaployer consensus regarding coininon problem with which they 
would like program help is sought by meeting directly with three 
groups I 

1* (CE)2 Board of Directors (which includes several 
employer msBr^ers) 

2* a selected groi^ representative en^loyers and 
^tudente 

3, (01)2 staff 

^eir responses axe co^iled by group and topic for easy use in 
Session II planning, 

Stssion III: Training 

Employer input to thm third session is obtained through employer 
instructor analysis of the "success" of the precf ing session 
on a staff -initiated eval^tion questiohnaire (su^ Appendix I) 
and through day ^ to-- day feedback resulting from ERS/^I 
interactions onsite. All staff gatoer to brainstorTn resultant 
information , 

(CT)2 ©Ji^loyer instructors agree they need even niore specialiaed 
instruction dealing wito some of thm common problem situations 
that occur when high school age stu^nts visit businesses and 
public agencies* In particular / they want to know what policy or 
position the program has on some of tiiesa matters , as well as 
some "proven" tips on how to deal effectively with students in 
certain situations. Finally, Els want more direct contact with 
each other and a chance to exchange es^eriences and ideas * 

Session IV: Feedback 

Because this year-end session is intended to elicit employer 
instructor evaluation of major program processes and activities ? 
no EI input is sought during initia'' lessiton planning* 
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Employer Instruator DrnvBlapir^nt (Item 9) 



^ — — ^ . CROS.^-EEFSmMCE — — - - ^ 

EBspansBs of board membmrs , BBleated employers ^ students and staff 
regarding approprlatQ topics far the (CE)2 problsm solving clinic 
are display&d in Appmndix G. 
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Prepare and finaliEe session afenda 




FORMAT 



In formtilating plans for a given development session , consider 
f,ome general techniques for conducting the plannad activities, 
tteigh the pros and cons of various presentation tactaiques so 
that interesting combinations make each session "alive" and 
appropriate to its purpose. 

Discussion Versus Lecturi 

(CT)2 has fowd that the one-way flow of information typified by 
a lecture or speech conveys a lot of information quickly but puts 
considerable biirden cm toe speaker* Conversely/ discussion groins 
invite contributions from all participmts, UevT ideas pop up, 
everyone gets involved and no one must "carry" the rest of the 
groi^ as leader. Panel discussions are a good middle ground. 

Large Group or Small? 

(01)2 has used both large and small groins in various sessions # 
depen^ng on their p^pose. Large groups work beet for 
introductions or summaries , while small groins stimulate 
discussion , For example , the orientation session works with a 
large group because it is important that the program be es^lained 
in the time allotted. Session III (training) / however/ focuses 
on promoting interaction between e^q^erienced employer iiistructors 
and "novices" and relies on small-^groi^ discussion, 

V1su Is* Role Play and Examples 

Helping each participant "picture" the facts cbix be done several 
wayft 1 through use of visual aid*^ sue' 13 videotapes and overhead 
projectors; through libu, I use c L Qxeiuyiary materials or santples 
thSLZ can be held in hand and fnV^n away for later review 1 and by 
meMS of role play? whicl w.. - \?a^ious individuals to put 
^eMelves in otters* she and act out situations. 
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PLANNING THE AGENDA 



((3)^ has adopted the fQllowing basic pattam for its employer 
instructor development sessian agendas i 

First: Pre-orientatiQn for lis new to the program since 
the previous session (except for Session which 
is entirely orientation) 



Seconds Greetings and introduction of staff by tte program 
administrator 

Third: S3^1mation of the panose of the evening's 
gatjiering 

Fourth I List of the evening's activities by topic 
Fiftht Wrap'-i^ and evaluation 



Following are reproductions of agendas for each of four (CT)2 
development sessims illustrating the pattern described, Kow 
these agendas were implemented during each session is 
illustrated in the session synopses in AppendiGes J, K and L. 

Session I: Employir Orientation Aginda 

Greetings Bnd introducti.on of staff; purposes of the session 
C^rview of the (ffi) tram 

Employer site utilization levels and ei^loyer instructor roles 
Exploration Paqkage 

Leaminf Site Analysis Form »d use of learning site information 
Question and answer panel 

Stislon II r Problen Solving Agenda 

Greet .iiys and intraduction of staff 

Ctojectives of the meeting . ^ 
Break into two groins 

Group At learning system, 
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i 



Gro\^ Is progrMB provisionS'-s^dent behavior support 
Switch grot^s 

Group Ai program provisions^^student behavior support 
Groi^ Bi learning system 
Wrap^m and evaluation 

Session III: Training Aginda 

Greetings and orientation to the session *s purposes/procedures 
Small group discussions i 

Hays of helping aid encouraging students on en^loyer, sites 

Judging performance on employer sites 

Helping students leam more about the «orid of work a^d 
training needtid for specific jobs 

Large group wrap-i^ and questions 

Session IV: ^^ed^^^'^ Agenda 
Introductions F purpose^ of the session 

/' 

Small groups I 

Exploratiinns 

Learning level/skill building 
co^etencies 
Large group information sharing 
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Employer Instructor DBvelopnmnt (item 11) 




Schadule program 



Planning a program for which individuals will be dravm from the 
CQTOiimity requires coordination of two ic^ortant scheduling 
considerations I date and ti™ of day* iCE}^ employer 
development sessions are usually Fchaduled in the evening on 
Tuesday ^ Wednesday or l^^sday nights, beginning at 7i00 or 7i30. 



DATE 

Date scheduling must t^e into accouat not only such obvious 
things as holidays and popular vacation periods, but r .1 
addttional items that could complicata attendance by - .^s 

people who are also fMU^ly members with avocation al in^ :Sts* 
^lese additional items range fiom sports and commiity evants, 

^iLjjij seasons * electicms and school schedules zo mor thly 
business cycles* 

Granted, it is in^ossible to coordinate perfectly the many 
demands on 100-plus e^loyers that might interfere wito. 
scheduling development sessions^ Jut attention should be paid 
to those factors that could cause problems for a considerable 
portion of the audience. 

For BKample, (ffi)2 staff noticed over time that certain days of 
the week were preferred over others* .Mondays and Fridays were 
the least popular^ so they were consistently avoided in 
scheduling, 

^e first session-^e^loyer orientfit lon-^should iOTnediately precede 
arrival of new students on sites at the beginning of the year so 
that neceseari' informatLon Is fresh in everyone's ndnd. As a 
(€3)2 eaployer relations specialist reports, 

Thm ' armiahf of mmy mx^ lorMtions hm.ppening on new 
sites all at oncm can bm eaMmd if each amploymr is 
rBMdy for thm studmnt mnd knws what to expect* 
Thm ERSb would then feml that thmu didn't have to 
'dmlivmr' mmch studant individumlly to his or hmr 
firBt Bite ms Bxploratims got underway. Wh&n you 
multiplg muah permonal dmlivery by SO or 60 studmnts , 
you can imagine it's just mayhem, 

(CT)2 schedules orientation the week before school. 
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Similarly, the fourth final session should conclude tha 
progrM year so participM.ts can ravisw and analyza the year's 
aetivitias , 

Keep in mind as thm date is set for a devmlopmant session that 
thm nim^r of invitees in ralation to the size of the facility 
will tofluence the nMiber of sessions of each needed* (CE) 

limits the si^e of each evening's group so Uiat staff do not hav 
an audience so much as a group of pairticipante, About 40 
participants per session is OTnsidered comfortable. In several 
cases, the n\m^r of Els placing to attend necessitated holding 
the session on two or toree consecutive nights. 



TIME OF DAY 



Certain times of day also seem to work better with groups of 
en^loyers than do other times. It has been difficult to engage 
en^loyers for long periods of time during the working day. 
Asking tham to attend two to nhree hour developmental sessions 
puts a heavy demand dn their j time. Simlarly, Imcheon or 
breaJcfast meetings are inefficient for conveying a large amount 
of information to a relatively large groi^ or for stimulating 
interaction among participwits , (In addition, meetings during 
the day. tie program staff/ when they could be working with 
students.) / 



Employmr Instructor Dmvelopment {Item 12) 




Invite en^loyer instructors and contact persons 



Eve^^ contmct person and eiroloyar instructor at "active" employer 
sites is invited to each (01)2 en^loyer instructor devGlopment 
session as a resist of the following assumptions regarding EI 
deve lopinent 1 

1. to individual usually needs several e^^osures to program 
information before mastaring all Uie details. 

2* The dev^elopment component is con^osed of several 
sequential sessions^ each of which, although an 
independent unit, builds on what cane before. 

This policy makes issuing invitations a very straightforward 
process : names of active ^eit^loyer sites and their respective 
contact persons and Els are drawn from the recordkeeping system's 
site inventory^ and invitation is addressed to each individual. 

For the invitation itself, (ffi)2 prefers a letter to a telephone 
call^ although the telephone may be used by the employer 
relations specialist as followi^ or- confirmation, A letter is 
businesslike and efficient, md people can refer to a letter as a 
remindar as they go about their daily work* Invitational letters 
should ba sent out at least a wee> in advance. 

Traditionally* (CT)2*s program administrator has drafted aid 
personally si^ed the letter of invitation, ERSs si^ervise 
moling the letters and insure that carbons are filed in employer 
cmiulative folders. For sites where program- related infomation 
is channeled through a contact person # carbon copies are sent 
by the EHS to the Els involved. 

Following is an exMple of (ffi)2*fa way of inviting sine personnel 
to development sessions , 
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SAMPLE LETTER OF INVITATION TO SESSION IV: FEEDBACK 



As we «ma to thm and of mothar eventful' year with studenta 
at (CT)2f find that one of the Mst ia^ortant parts of 
our wesk is yet to be dona* We naad consients and suggastions 
from our employar ins triae tors and ccnipetanc^ ojrtifiers who 
have worked so intensivaly mnd well with students so that 
wa can redasi^# strangtoan ^d in'^rove all aspects of our 
progr'4ia* Wa y^ould liJce to invite you to a vary important 
Hiaeting on (drnte) , at 7i30 p*m. at the (CT)2 

canter. To help any of you who have not been here before/ 
we ' are enclosing a map* 

In thm p^t^ Els and certifiers have indicated an interest 
in working iji small groins so that opportmiity for input 
from everyone will be available. %7m will est^lish several 
small task forces toat night to consider everything we do 
in the areas of 

1* ep^loration 

2* leaming level activi^^ies 

3, coi^etenoy certification 

4* counseling 

5. , evaluation of student performance 

6* inforaiation exchange among EIs^ certifiers and 

7, student motivation mnd Erection on employer sites 
a, safeguards for Els so that {CT)2 activities do 

not tmduly interfere 
9. general fee^ack aimed at improving our program so 

that next year will be the best yet 

We look forward to seeing you on (dmy_ of i^m^k) 

Ue will be contacting you soon to discuss any questions 
you might have. 



/ Employer Instructor Development (Item 13} 



Arrange for facilities and equipment 



13 



Since (CT)2 has its own leading center, arr^ging for facilities 
and equipment simply meme checking to see that no confliGting 
uses are planned for tha scheduled dates and that the' equipment 
works, ^e assistant to the progjf^ admnistrator usually takes 
care of the foMier, the learning resource specialist the latter, 

l^en sharing large group facilities and equipment with others, 
guarantee thei^^ availability for the dates desired before sending 
out invitation^. Chasing dovm an overhead projector at the last 
minute is a hassler^^ 
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Materiali appr^riate 4» aaoh presentation should be av^ail^le in 
suffiaient nmtomie^tor the audienee. If tranipareneiei or display 
boards are neaded, eaeh staff mBwbmv will probably wish to 
prepare thoaa relating to hii or her portion of the presentation* 
If eKasples of student leaning materials are needed for each 
ei^loyer representative to take home, or just to refer to during 
the evening # arrange well in advmee to have them duplicated. 



As the progrim *'4ges," files of suoh illustrative material will 
build md teay singly be ohecked for G^reney. 



CROSS^REFEREtiCE — 



See Appendix H for display of matmrlmlB pr4pmrmd by (CE)2 staff 
for Smssion II i Qmstion/^swmr Session, 
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Hold session as plannad 



Although sash development session should be deslpied to match the 
pEogran's employers and s^ff^ the four sessions (ffijj holds may 
be of interest as eK^^les. Brief synopses of each session 
appear in J^pen^oes J, K and Lt 





USE ap 
sctm REiau^ts 




EMPLOYER/COMMUNITY EES0URCE3 




Saak participant evaluation and share feedback with all 
ftfl^loyar instructors 



EMPLOYER INSTRUCTOR EVALUATION 

Eaeh session shoi^d he Qoncluded by soliciting employer instructor 
evaluation* ^^^2 askad several preddiig^ed questions 

pertaining to toe lesiion itself and thm instructional strategies 
dealt with therein^in affect* "Did this 'training' session work 
in helping you be batter Els?" and "How effeotiva are the various 
studant learning aptivities you have observed at your site?" 

Format for these queetions^li a ©ne^page questionnaire ^ an 
ejcait^le of whi^ ie displayed m page S3, A completed 
questionnaire from anotiier session is contained in AppendiK I . 



STAFF EVALUATION 



i(M)2 staff usually gather after an evening ^velopment session 
in the center's oonferenoe room to review one wiother's feelings? 
observations and recofimendations* ^eir analysis of the evening's 
activities is an in^rtmt st^plamant to employer instructor 
feedback and in ^act encompasses that fee^aok* in effect, staff 
must ask themselves^ "Hew was this session useful to Els? ,What 
techniques worked and did not work? How can we use the results 
to in^rove the program?" Analysis of thm presentation as a 
vehicle, of its. «ntent and of the reaction of all participmts 
allows endorsement or redesign not only of presentation 
tecimiques*'*which can tiien be used again-" ^but also of broader 
program aspects as wall, 

Evaluation of a progratti activity by staff menders is also 
considered to contribute to their d^^'elopment as professional 
persons specialising in e^erlence-L-aed career education* / 

/ 

' l 

SHARING FEEDBACK 

Both attendees and nonattendees should be infoOTed of the results 
of each session* ^is could be a s^nmary of activities ^d 
results- of the evali^tlon qMStionnaire or a packet especially 
designed as a substitute for attendance. 



EmployBr Instructor Developmnt (Item 16) 



(CB)2 eityployers have indicated agaih and again their interest in 
the "results" of a get- together , whatever its main or original 
purpoie. In acknowiedging this desire to "find out what happened," 
' (CT)2 wails a summary of minutes »d qi^stionnaire results to 
each EI within a few days following each session. Staff «id 
Students have also written special articles about eit^loyar 
instructor dev^lopn^t sessions in the (CT)2 newsletter * mailed 
to all participating site personnel* 

How Els, are appraised of the "results" of a development session 
is not as insert ant as thm guwmtoe that they will be . (Oi) ^ 
leaned from enployers themselves that wrapping up their 
involvement in a given activity by letting them know "how it 
tittned out" was as ii^ortant to their feeling of having contributed 
something as getting them involved in the first place. 
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File materials for later use 



All materials used in mi ewployar instructor developmant session 
shotald be filed for \mm in planning later sessions. Agendas* 
illustrative materials / etaffi stmflnaries and evaluation results 
will save time md steps toeSnext time aromd, 

: I 



\ 



102 



SITE 
UTILIZATION 



SITE UTILIZATION 

A 



Bitm utjlizatlon is ths proeeae for bringing togetiier 
en^loyar and aonmynity mitm Msoweea wito MOT learning 
strategies to provide individual studanta with personalized 
©pportimitlei for (a) e^^lering Md refining career options, 
(b) exercising basio skills and (a) adiieving life skill 
objeotivei in realistiG situatiOTS* 



Y YOU NEED A SITE UTILIZATION SYSTEM 

1. roatdi students and sites to permit kin^ and degrees of 
sti2de»it involvement to rary in relation to in ^vi dual 
differenoes in student goals 

2* provide for early analysis of the leaining potential of EBCT 
sites prior to the presoription of student onsite activities 

3- maintain ongoing liaison between site personnel^ and program 
staff to insure that site activities . 

a, are appropriate to the site and the student 

b * meet performance es^eGtations negotiated by 
students, staff Md employer instruotors 

are supervised Md recorded . . 
OUR ASSUMPTIONS 

At each employer/ coBttiaiity site—any place in the community where 
students can learn from working adultsr^several learning sites ^ md 
employer instructors may be available^for student investigation of 
particular jobs * 

Individuals who become employer instructors may newr ham 
considered theTOelves "teadiers" and may welcome frequent 
assistance and reinforcenent* 

Instr^ce develfapment of e^loyers as ins tMc tors mmt be/ continwus 
t is begm during tiieir initial recruitment/ formalized /through 
^riodic development sessions and maintained through ongoing 
supportlw contacts by program staff while students learn onsite. 



EI^W¥m/COM!mtIT¥ RESOURCES 



It is possible for students to be edUGationally productive (that 
im, to learn) by working alongside adults without conflicting with 
legal restrictions or en^loyee c^ncems regarding commercial 
producti vity . 

!■ 

WHO'S INVOLVED 

^0 key individuals share major responsibility for what happens to 
students on en^loyer sites i the employer relations specialist 
assxflnes responsiUbility for placing students ? menitoring their 
activities and supporting the e^loyer instTOctori the enployer 
instructor works Erectly with students during all aspects of 
their onsite learning activities* 

^t the learoJjig centerf thm learning manager works closely with the 
en^loyer relatioi.^ specialis^t to design site-^specific learning 
activities, and the learning resoiirce specialist aoordinates 
acqi^sition of learning resourcM* 

Learning center records of all site^related activities are 
maintained by ^e learning aide and the clerical assistant . 

' ' . / 

RELATIONSHIP TO CURRICULUM AND INSTRUCTION 

"Site Utilization" brings togetiier the many overlapping EBCE 
activities and rol^s tiiat comprise tiie total system for using 
ec^lbyer'/ community sites for student learning. However/ rather 
than review all student learning activities ^d staff 
responsibilitiei, this section is purposely streamlined to serve 
as a framework for EBCT's instructional system described in 
the Citfricult^ s Instruction han^ook* ^ 

Here we limit our discussion to key events and actions that an 
enployer re la t ions specialist mi2St understand ^d/or i^ lament 
to facilitate student onaita learning, student learnijig 
strategias ud all^staff planning and monitoring tasks are 
discussed at greater lengtJi in thm cmfricui™ han^ook^ ks are 
student and learning center staff roles . ftesa procedures are 
noted here only as necessary to set ^e contesrt for description 
of empl^er relations specialist functions in coordinating site 
use. 
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Site UtiUzMtion 



Steps to ^llow 



PLANNING USE OF SITES FOR STUDENT LEARNING page 

I 1 I Agra© on how aitei will b# mmd for learning 109 

I 2 j Dasignate staff responiibilittea for site mm 110 

I 3 I Adopt learning lite analysis procedures 112 



^ Plan for tte training mnd support needs of 
empioyer inatruotori 

^ Establish recor&eeping system for site 
maintenMee Md student onsite aotivities 



SUPPORTING STUDENT USE. OF SITES 



10 



Orient students to site-related learning 
responsibilities 



11 
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Provide for information sharing M©ng staff 134 

Prepare neoessary s sportive fflaterials 13? 

j 8 j Provide for perlodio review of site use process 138 

9 Finalise logical sequenee for site-^related events 140 



150 



Support student site seleation 151 



ConduGt learning site analysis for sites selected, 
by students ^ 

ArrMga with e^l^er instruetor for plaoing 
' student on site 



toke sure employer instructor understands role 159 

ISj Monitor and reoord student site activities 164 

rjgj. Provide maintenmce and fee^ack to enployer . 

L— J . instructor during student site visits ^ 

17 Share informatwn with learning eenter based staff.^ 167 
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SUPPORTING STUDENT USE OF SITES 





" ' llu ' 



Site Utilization (Item 1) 



inning Use of Sites for Student Learnin 




Agree on how sitei will be used for laarning 



Although thm loglaal first step is gmtting EBCE students into the 
aonmimityf thm bmslc dssi^ for how sites will be used in student 
leaning will alre&dy be determned by th^ time you begin 
prepmrMtims to utilimm sites. 

To refresh your memory about EBCE aurriaulum designf see Item 1 
in the *'Site Rearuitment" section of this hAn(^ookf which 
smmmrimes thm severml ways in which employ er/conmiunity. sites may 
be used for student learning* For imre detailed treatment of 
learning strategies , refer to the Curricjulum s Instruption 
handbook -i 
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Dasignate staff responsibilities for site use 




(CE)2 differentiates staff roles for site utilisation according 
to whether a staff mentoer supporta students at the learning cen 
or in the conmunity, ^e learnijig managers and the learning 
resoitf'ce specialist work wi^ students at the center while the 
employer relations specialists have primary responsibility for 
student site involveir»nt . 

The enplbyer relations specialist (ERS) is responsaile for the 
following site utilisation factions: ^ 

1* arranging for and placing ^students on desired sites 



2. ahalyging site learning potential for use in 

developing student learning objectives and ; 
activities ' 

3* ef^ancing the relationship beto^een employer 
instructor student and resolvinf any 
mi s mi ders tannings or differences between them 

'4. monitoring student onsite learning ^ supervising 

each student's site work and attending to day^by^day 
leading needs tiirough frequent site contacts 

r ^ - ■ . 

5* supporting employer ^instructors ' special needs as 
they work witt students 

6* providing thm student with career and personal 

coimseling when needed onA encouraging the ei^loyer 
instructor to do so as well 



assisting students during career interest 
assessment and site selection 



briefing enployer instructors before student 
a^rrival at the site 



accurately and pron^tly entering site data^ and 
student progress into the recor^eeaing system 




8. , communicating regularly with learning center 
based staff 



9. 



seeing that all program policies are a&ered to 
on site 



\ 



Site UtiliEAtion (Xtmm,2) 



'Oimmm taeks follow naturally on tiie employer relations specialists' 
involvement in site reoruitment and development^ and should 
guarantee consistenoy ^d cpntinuity in all program contacts with 
site personnel. 



SHARING THE LOAD 

To adequately support 60 students in thm oonmimity, the Tigard 
(CT) 2 program ea^loys two enployer relations apeoialists. aeir 
j^rorjcload is divided by ro^hly splitting tiie total nusber'of 
eBpioyer/ooimtmity sitts*-ratiier toan by separatiiig functions or 
dividing the student body beto^een tiiem* Sites recruited by m 
eaployer relatima specialist are also utilized and maintained by 
that individual. Each student i^yks with toe EM responsible for 
the particular site he or she wkftes to use. 

Allocating tasks ia tiiis wa^ builds a sense of continuity and 
identity bel^ieen site personnel and one partioular staff person 
^ey can knc^ well. It also gives students contact with two 
employer relations speoialists rather than just one"Motiier 
chanoe to interact with roore than one adult in a given role. 



"Bmploymr Rml^timm Spmaialimt Guidm to Site Utilizmtion/' page 
141, puts EES res ponsibiXi ties into genmrml ^ronologlcal orders 
from Imte sumnmr preparMtions through the four typ^s of site use 
provided for by the (CE) ^ curriculum design, 

LiBts of each staff member's tasks and responsibilities , including 
those of the employer relations specialist, are contained in 
"Personnel/* Management ^ Organisation ^ pages 48^57 ^ 

Mmf staff responsibilities are Applied to speaific student 
learning is disamsed for each learning strategy in Curriculum S 
InBtruction, . ~ 
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Adopf, learning site analysis procedures 



(CE)2 staff use a Laarnincf Site Analysi s Form (LSAF) to pinpoint 
specific information essfential to planning student activities at. 
a par tieirlar learning site . Learning sites are identifiable 
learning situations rather than physical locations. If an 
organisation or business has several occupations or jobs about 
which a stud&nt might Isarn, each is considered a learning site 
and, an LSAF is completed for each. 

Thm learning site analysis proceas has been specifically designed 
to be completed by the employer relations specialist mid en^loyer 
instructor togatiier to identify job_ tasks in a descriptive format 
usable by EBCE learning managers and students, E'RS knowledge of 
the J program can combine witti EI familiarity with tJie laarning 
site to yie^d task inforaation tiiat can then be applied in an 
individualized way to tiie design of Basic Skitls, Life Skills and 
Career Development activities for any student who wishes to learn 
there* Having an interview rather than simply asking the EI to 
fill out a questionnaire also allows the EM to insure that the 
learning potential of all sites is calculated on the same 
consistent basis. 



TOO STAGES 



> Use of the Learning Site Analysis Form occurs in too stages. Each 
stage is implemented during an interview be Ween the en^loyer 
relations spacialist and the site employer instructor ajid 
corresponds roughly to the different purposes, of toe exploration 
level or learning level. In rasponse to ErJ questions ^ the 
employer instructor describes job diaracteristics and potential 
laamihg resources which the EM in turn recorcte on the Learning 
Site Analysis Form* (See Appendix 'M on page 243 for completed 
.lan^le of tiie LSAF*) 

Part One: General Site Information 

Whenever possible, tte first ERS/El interview for learning site 
analysis purposes is held in conjunction with the site recruitment 
' interview. At' Aat time the EM seeks /general information lybout 
the site and tHe employer's desired degree of involvement in 
instructing EBCE students - 

^ -i . , 
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Sltm utilization (It&m 3) 



In laetion one of the fom (first three pages) anployer 
relations apeoialiat reeorto the eanployar instructor's rasponses 
to quiaetions about 

1* special site ccnditions or requirements related to 
the student's physical gomfort, heal to or safety 

2, reading matarials available to the student at -Uie 
site 

3* ways in whleh toe enployer instructor might support 
student work in the liife Skills 

15ijjs infornaation cm be used by students in selecting sites to 
as^lore or when negotiatijig onsite project activities * 




th j'- 
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Part Two* Task Analysis 

l^ia second portion of the LSAF is usually conpletad during a 
second EHS/EI interview as soon after tJie first as time can be 
sched^ed^-and definitely before student use of the site for 
learning level project activities* 

this seotion provides a format for the EHS to question thm employer 
instructor in order to 

1. divide the employer instructor's job rssponsibilities 
into "major tasks" «id "s^tasks" that can be 
learned by the student 

2* identify matii# communications and reading skills 
associated with each sub task 

3* note possible Life Skills applications toe EBCE 
learnijig manager may i^e in designing project 
activities 






MATH 


How AMitl 


a 


FiifKiqR^ni#l 




m 













site Utilizmtion (Item 3) 



Aftar as^laining what is meitfit by the tanns "major tasks" and 
"subtaaks" gener^ly describinf how tiie learning site 
analysis works # the SK begins to ask questions about toa tasks 
and si^tasks inharant in the El's job. As the EI talks, tiie ERS 
lists a major task at thm top of each page of the LSAF. All 
sttotasks the EI identifies as falling under toe amjor task are 
listed down the left side of each page. Each sub task is then 
f"^ther ^lineatod aoross the page according to whetoer it 
involves reading, fflatheaatiGS, oommuni cations * job skills or any 
of thm Life Skil^s^^and to what extent or how well each must be 
done* For readingi siathematics and conmunications , the ERS 
distinguishes "fundan«ntal" skills (needed before beginning a 
task) from "applied" skills (needed to actually parfom the task). 



LBE OF LSAF INFORMATION 



After GOTpleting the Learning Site Analysis Form the ERS returns 
it to the learning manager for use in writijig learning objectives 
and project activities for individual students to complete at 
that site, Thim process is illustrated below* 



USE OF LEARNING SITE ANALYSIS FORH 
FOR STUDENT LEARNING 



induct 3^ 
LMF interview 
with SI 




ms dalive^l LEAF to tM 


» 






f 






IM 4B%mlOpB learning objectives 



I 



IM fives leaning objeetivts to EfiS 



I 



II and EBB QOfifef to verify and priofitiit 
laafniiif objectives 



LSAJT filed for 
futura uiesi 

1 ^ developing 
other 
projects 

2 . cpniidering 
sites 

3 . acggss to 
site 

re3our€es 





delivers certified objectives to iM 








f 


itudant goes to 
3ite and begins 
skill 

^evslopmsnt 
aetivitiei 
related to h 
apeoifio job 




W and student negotiate project aetivitiei 
based on leaning objectives 


» 




i 




Studant begini project activities and 
continues skill development tasks 



Learning 
objec^ves 
filed with 
LSAF £or use 
in designing 
futiirs 
projects at 
the site 
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SOME ADDITIONAL CONSIDERATIONS 
LSAF Prepares EI For Student 

In ad^tion to its primary fmction of yislding site-specific data 
for student learniiig purposes ^ the learning site analysis prQcess 
helps promote a productive relationship between employer instructor 
and student, to employer instructor who has workad at defining 
his job responsibilities for an LSAF is better primed to help a 
student learn about toat occupation and understands more fully how 
much a student can learn there. 

Possible Variatlohs in LSAF Proceduris 

"Learning site" as it is used in learning site analysis means a 
particiilar^ learning situation rather tJian entire enployer or 
conmtmity site. There may be several learning sites at any one 
employer or conmiunity site* tte distinction between the employar 
contact parson the EBB interviews for recruitoent pu:^oses and 
each learning station's employer instructor is critical to the 
learning site analysis process i 

1. Sie EBB completes the LSAF's job task analysis 
portion with ^e individual who will work ^ 
directly with the student as employer ins trustor 
at a given learning site. 

2. When tte employer instructor is scmaone other than 
the contact parson ^ the EBB must make arrangements 
after the recruitanent interview (and completion of 
the first section of thm LSAF) to gat together 
with the enployer instructor for part two of the 
form. f 

3. If the contact person and employer instructor are 
the saM* the IBS may suggest that both parts of 
the LBhF be completed in one sitting to b&lvb 
time, although this Gan be fatiguing for boto 

IBS and EI. . • ? 

4# If several learning sites and employer instructors 
are d^si^atad for various departsients or jobs at 
an employer site, an IJAF mist be conducted for 
eadi one requested by a student for a learning 
lewl. 



J 'J'. 
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EI/ERS Information Sharing ^ 

l^a laarning site analysis interviaw is a timm constaming process 
tiiat brings together the site-^specifie knowledge of the ainployar 
instructor with the prograia-related kncfwledge of the employer 
relations specialist. Neither must know a lot ^out the other's 
area of e^^ertise to complete the transaction efficiently. 
Strictly spewing, the LBM" si^ly extracts possible learning 
activities from tiie job; it does not provide an e^lanation of 
the program nor of the en^loyer instructor's, role with students. 
Ideally it should renain an Malysis of the II 's job in terms of 
tasks perforned and skills required rather thM lapsing into a 
reorientation session for thm EI, ^e EI will become familiar 
with his or her role in the program through El development 
sessions at the learning center and ongoing ERS support. 

However * if both Em and EI so choose, the interview can be an 
information sharing as well as data-gathering session* ^is may 
be necessary when the efflployer instructor is SOT«one other toan 
the site contact person who was oriented to the program during 
the recruitment interview* 

(ffi) 2 employer relations specialists try when possible to avoid 
contoining the two functians because of the drain on both 
participants' tinie and energy which may result from sucA a 
lengthy conference. 

Revising an LSAF 

NOCTially LSAF information remains viable no matter how many 
student elect to visit a site. However, learning objectives 
written from thm LSAF are always reprioritized as new projects 
are written for each student. 

On the other hand, responsibilities of the employer instructor 
for whom thB LSAF was con^leted may diange, in which case the 
learning site analysis interview may be reconducted or the. LSAF 
revised, Thm enployer relations specialist determines whether an 
LShF is outdated on thm basis of whether learning tasks have 
changed since it was filled out. 



— — CROSS-^FERENCE ■ — — 

A slmulMtrnd iBmrning site analyslM intarview beWsmn a (CE) ^ 
Bmployer rBlations Bpecialist and an Bmploymr in^tructof at a 
Jita is offmr&d In Appendix M, 
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Smm AppmndicmB M and P of this handbook and Appendix C of 
Curriculum iS Instru c tion for complBtBd samples of Learning' Si 
Apmlysis FormB. 

Details of how LSAF information is used by learning nmnagBrs 
negotiating studmnt projects are discussed in "Learning Plan 
NegotiMtion," Curriculum ^ Instruction ^ pages 72^75^ and in 
"Projects /' pages 213 and 240 of the same handbook. 



1.2 J 
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site Utilization (Item 4} 



Plan for the traininf and support needs of employer 
instructors 



COMMON TRAINING NEEK 



During their three years of helping employer instrUGtors help 
students^ (CE)2 staff have obaaived that Els have mMy^ gomsion 
naeds for inforaation and advance prepai^ation as instructors that 
can be addressed efficiently in groups on a planned basis* As a 
resultf II development activities^^^sc^sed in the preceding 
section of this han&ook^are held fou^ tinias a year at the 
learning center to orient employer instruotora in a general way 
^d to provide information and support necessary to their basio 
understanding of the program* 

Iheie periodic opportunities for amployers to le^rn about the 
program andi;to interact with one another should con^lement highly 
individualized f on^the^^spot treattient of inmiedlate needs for 
assistance provided onalte by the employer relations specialist* 



INDIVIDUALIZED EMPLOYER INSTRUCTOR SUPPORT 

fte ea^loyer instructor and stiMent botii need staff assistance in 
Meting the many ch^lenges of adjusting to their relationship and 
to tte mUmowns of onsite learning. Much of tills support occurs 
naturally In the coi^se of developing studants* individualized 
leasmlng plans. In ad^tion, special orientation and training' 
activities at the learning center have attempted generally to 
prepare both student md EI for the numces of EBCE learning. 

However^ e^loyer instructors havi foimd that as they confront 
specific situations Involving a particular student, general 
information about EBCT is not enough. Suddenly they have questions 
they did not know to ask before actually working with a student^^ 
questions about how to coordinate site activities # how best to 
provide personallMd giddance, hw to help the student use the 
slte^ to its full potential* CCE)2 as^loyer relations specialists 
must deal Indl^dtmlly at the site with employer needs and concerns 
as they work with students. 

Suoh "site nalntenance" as a planned program activity springs from 
the same conviction that motiimtes much of what (CEjj staff doi 
success of student learning on sites depends Gonsiderably on thm 
ability of the employer instructor to interact comfort^ly witti 



119 



EMPWrSR/COMMUNITy RESOURCES 



the studant as an individual* ERS support of amployar instructors 
should thus encoB^ass informal hints and tips to help them help 
students as wall as formlf program^ralated issues. Although 
spontanaoi^^ highly individualized and seemingly infoCTisl in soma 
waysr site maintenance" should f miction as a bla^et insuranca 
policy to help guarantaa the progress of each student in the 
program. 

Because of its vary ^rsonalized nature, maintenance can be 
planned for only in a ratiiar general way. {CE)2 staff agraa that 
this planning shquld logically 

1* map out possible occasions for ERS-^initiated visits 
and telephone calls and agree on tha appropriate 
nature and frequency of such communications 

2, anticipate how bast to apply progr^ policy and 
philosophy to situations in which amployars are 
likely to call for halp"sudi as student behavior^ 
attendance and leartiing productivity 

3* specify the ERS's role as staff liaisori between 
sites and learning center people and avents^- 
particularly in view of the influenca the IBS may 
have on both es^loyar instructors and students 

For '(CE)2# this translates into three basic employer relations 
specialist activities i 

1, once-a-week site maintenance visits or telephona 
calls by the ERS to discuss ^ observe and record 

a. student status in relation to project 
activities, including progress in Basic 
Skills work and job skills practice as wall 
as any special needs arising from performance 
of thr 3 a tasks 

b. employer concerns ralatad to attendance, 
scheduling, attitude and overall adjustoent 
of tiie student 

2, immediate on^the^gpot response to es^ressed 
employer need for assistance or advice as a 
result of student site activiti^ 

3/ regular fee^ack to employer instructors 
regarding general student progress 
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SITE MAINTENANCE CONTACTS 



Onw a student has been placed on an eMloyar site and learning 
activities have been negotiated, the esployer relations specialist 
follows to inside that student and employer instructor are 
working together satisfactorily. Iliis EM maintenance varies 
acoor^ng to the needs of student and EI and the nature of site 
use within the following general framework. 

Career Explorations 

Ihe EBS telephones the EI at the end of student's first day on 
es^loration and again after two or ttree days if possible to 
inquire generally (a) how studen' . -a^k on the exploration is 
progressing^ (bj^ if My problw^^ limm ariien in terms of 
attendance* tardiness^ grooming or the like* (c) if the EI has 
aiy questions* 

Except for "delivering" a new student on the first day EHSs 
usually do hot visit a site during an exploration due to its 
short-term* low*risk nature and the p^ressures of ccardinating 
rge nw^mic of esploraticna simultaneously./ 



^e IBS talks with tiie student bade at the learning center to get 
his or her poajit of view regarding the escploration and toe en^loyer 



recoamiendations or cautions to Mother student^^may in turn 
proi^t more intensive enployer instructor maintenmce, 

Laarning and Skill Building Levels 

The ERS makes regular visits to the site (usually once a week) 
to record student learning progress and field questions regarding 
student behaviar and general adjusteent. 

For ea^ visit Ae ERS completes a Maintenance Visit Record form 
and distributea copies to tiie learning manager and student 
coordinator, discussing iteite witl^ ttiem as appropriate, 

Ihe responds to indicatigns from employer instructor or 
student of special nee^~whi^ in turn may prompt a. special 
"trot^leshooting" visit to the, site for more intensive interaction 
witti the II Md/or student* 
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Special Placement 

short term, pro ject-Bpegif ic nature of special placements 
mnimizes the need fqr EBS maintenance. Depending on the particular 
activities negotiated, either the leaming fflanager or the learning 
resource specialist may t^e charge of monitoring project 
activities meeting the resource person's needs. 



FEEDBACK TO ^ EMPLOYERS 

Ss^loyer instructors receive fee&ack in addition to ERS 
maintenance both while tee student is on a particular site and 
after speGified activities have been cOTpleted* This fee^ack is 
provided through toe following mctivities , 

Career Explorations 

1* joint review of completed Exploration Package by 
en^loyer initructor mnd student to verify student 
understandihg of j^/business 

2. student thank--you letter at conpletion of 
es^loraticti 

3* receipt by en^loyer instructor of general program 
news letter containing news about student 
placeMnts t special events and other program 
aetivities 

Learning and Skm Building Levels 

1* infoiTTOtion escdiiuige arong employer instructor/ 
ei^loyer relations specialist; and student dwing 
negotiation and monitoring of project and skill 
buiyinf activities 

2* co^letion by esployer initructor of Student 
PerformMce He^ew ragarding student learning 
progress^ attitudes and beha^or 

3. receipt by eaployer instructor of Student 

Ivaluatlon of Learning Site' form conpleted by 
the student 
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4. TOo^rative review by ..f^loyer instr-aetor, student 

t^ioyer ralatioris speeialist of student 
project results # skill building activities and 
perfori^^ce reviews 

5. student thaj^-you letter on con^letion (optional) 
6* receipt reg\dar progrMi newsletter 



Special Placements 

1. inforaation exchMge arong eaployer instructor, 
staff mentoar (usually learnii^ manager gmd/or 
learning resoi^ee specialist) student dming 
negotiation and laonitoring of project activities 

2. sharing of coapleted project or special acti'^ties 
results with enployer instructor 

3. student thank-^you letter to the employer 
instructor^ 

4. re^ipt of regular ^rogrM newsletter 



COMBINING TRAINING, MAINTENANCE AND FEEDBACK 

For all en^loyer instructors site ssaintenMce and feedbadc happens 
before f in be^een Md after store formal EI developsient sessions 
at tiie learning canter* Within a few days after an employer/ 
oommity site joins the program or an employer instructor^ agrees 
to work with a student^ site peraonnel will^ eitiier attend an 
orientaU.Qn session or be contacted by an employer relations 
specialist for sow highly intmsive special orientation. 
'Siereafter, developmint sessions^ EM site fflaintenance visits 
and fee^ack to tiie eoployer instructor will alternate to keep the 
EI informed about the program and the student, Thm eroployer 
instructor is always encouraged to ask questions and indicate 
needs for information or assistance. 



a 

"Employmr Jnstructor DmvBlopmBnt," the pmamding smatiQn of 

thim hmn^0ok, treats ttm four* group sessions hmld each ymmr at the 

(CE)2 lemming amntmr for ^Mining purposmB, 
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See "Lmarnlng Plan Negotiation /' Curriculum S InstTuation , for 
staff roles during studmnt iBarning plmn devBlapment ^ 

The regulmr progrmm newslettmr , which provider general inforimtian 
about studentB and the program to employers is disaussmd in 
"Comnunity Relations Managmment & OrganiMtion ^ 
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Istablish recordkeeping system for site maintenance 
and student onsit© activities 



As wito all other aspects of the (Cfi)^ program^ use of en^loyar 
and ^oimunity sites for student learning requiras an efficient 
rewr^eeping system that captures cQmprehensive student aiid site 
inferssa^on mnd makes it accessible to designated staff and 
students* ^ese records mmt collect information from all 
participants in student learning activities^^aetivities that 
require individual student movement about the coBniunity# are 
mlike those of other students # and are geared to different time 
f ramas* 

Below is a summary of site utilization recorqDceeping processes , 
many of whi^ are also treated in other han^ooks (see €ross- 
references on pages 132-133), 



SITE MAINTENANCE 
EmplGyer Card^ ERS Notebook 

Entered into tihe ERS notebook at the tiraa of site reeruitment 
(see page 126) , the «nployer card serves as the cumulative, suimary 
of eiployer relations specialist visits to the site. Visits for 
site maintenMce pi^poses are entered chronologically yfith 
student learning-related entries, as illustrated on the next page. 



1 
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EMPLOYER CARD 



EMPLOYER RELATIONS SPECIALIST NOTEBOOK 

N ■ ■ I 



Suilness 



Phone 



Addre M ^ 



Conta 



StU 



CONDI 
Time 



Cloth 



Safet: 

Lette 
Indent 



Smploymr CMrd (Mid& Wa) 
SITE VISIT RECORD^ 



DATE 


MAINTEN^CE 


PURPOSE 














ll'l 








ff 






ft 
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§ $ 



















































































SitB Utll±Bation (Itm S) 



Mainttninci V1s1t Ricord 

Wow #aah employer relations speolallst viilt to a iltaf a 
^intsnwce Visit Bmaot^ im also eomplated^ One copy is retained 
by ti^e Ei^f tha ottiar is forwarded to the etudant^s laarhing 
sy^iagar or other staff for use in TCnltoring student laarning 
aotivites^ ' • 



WINTENANCI VISIT RECORD FORM 



tmCDTATE CONCEWS 



LEARNIN3 PROaRESS/NEEDS 

Project StMtuS'' MtArt j ^ 



dumber remaininf 



J©^ Skills ^ OJ^ 



ADDITIONAL COi^MENTS fl^. ^A£^ ik^|^5e^ 



Pitted ohjmQtiyBm ^arittmn 



pri ofi ti zed 

**Typ^ of sitB UMsi ^^Caremr mxpioratiQnB Q LmArning le^ml 

Skill building levml Q Special plaammnt 

0 _ , . 
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SITE PLACEMINTS AND ATTENgANCE 
Studant and EI Contract Form 

Wh^n aMMgements have been made for student use of a site for 
exploration* learning or skill building* the en^loyer relations 
speoialiit notes the time arranged for ^le student on the "First 
Apppintittent" blank of the three part^ no--Qarton*'required Student 
and Employer Initrurtor Contraet form (see following page) , 

Ifte firit sheet of tiie oontract forni is posted Immediately on thm 
Status Board to indigace that student use of the site is pending, 

ae EM gives sheets too and three of the foOTrwite ttie Employer 
Instructor Eeport postoard attaohed* to the stadent, Onoe at toe 
site* toe student reoords the n^ntoer of hours to be spent there 
on thm oontract form, After bo to student Md employer instruotor 
sign toe form* toe Si keeps one oopy as a reeord and also retains 
toe "Employer Instructors Report" postoard. 

The student returns toe remaining sheet of toe oontrast form to toe 
EBS* who mounts it on toe Static Board to indicate toe site is 
currently being used by toat student* ^e original form placed 
on toe board at toe time of toe student's fiMt appointment is 
discarded. 

When toe site escperience has been rampleted to toe employer 
instructor's, satisfaction* toe El mLmB toe "Employer Instructor 
Report* ^ postcard^ verifying toe student's attendance and perfo^nance, 
and m^ls it to_toe EHS, 
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STUDENT AND EI, CONTRACT 



/ 



Zhree^pATt form usmd to note the atudmnt's first ap^in^mnt and 
to sdhmdvlm times CAe stu^nt will be at the site. 




STUDiNT AND EMPLOViR INSTRUCTOR CONTRApT 



rrUDENT AND EMPLOyAR INSTRUCTbR CONTRACT 



rrUDENT AND/tMPLOYER INSTpC)^^ CONTRACT 



iMPLOYiR INSTRUCTOR ^jBuMm^/^ Y\o^^ 4t ^tm^ 
FIRST APPOIltfTMiNT ^7/3 // 



WfiK OP 


M 


T 




Th 










l-J 


1-3 

















^^^^^ 



MS^DCTOn SiGNATURE 
If there are any n#gati§t@d ohi^ea in this aQntract 



StUDINT SIGNATUI 



UGNATUflE 
nQtIfy yeuf fRS 



Pomtaa^d mmd to vmrlfy Mtudmnt mttmndmnae, 



IMPLOyER INSTRUCTOR REPORT 

Did the studint meet the houri and appointmenti involvid in this 
contract (was the attindance satisfactory)? 

Studtnt M^ma \/§Phj ^hl^j^ja^ y^, ^ f^^i p 

If not, whit day(i) did tht itudent miss? 




r Initructon 
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Student Infonnation Cardt Notibook 

At the saro tise that the Student and Eir^loyer Instructor ContraGt 
form is being initiated, the student's ^iard for the enploy^r 
relatiana ipeeialist not^opk is filed jtjst behind the employer 
card for the site being visited, ttie student card provides the 
ira with a current and oo^lete regord of m^dh student's site 
plamments and site-related learning activities^ wd the card 
can be carried along o%site visits « 



Etudant t^^£y ^&44^^ c Hare Phone 3f3^4^ tl 

toergency Fhori# i^^*(#ffo Newff Returning □ 
TMI^SPORTATION AGREEMENTS 



B^Driver's Licansa 
'Btarsonml Auto 
OBtudent Car Fool 
34mployer vahiele 



n^MstropQlitan Iub 
B^Frogram vehicle 
^^oluntaar Adult 
Oth#r hi^^^S^ 



I. 
8, 



site 


Da 




Pmakagm 
Completed 


Bmploymr 
Instruator 








ok 




















ok: 














1 






ok 


JT J*^ ri'<.<, 
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(Studsat Card, side 2) 



/. 



LEARNING LEVEL 











EI 




mill 












ok 
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ONSITE ACTIVITIES 



Pfriedie Mintananca visits allow tiie enployer relations 
spsaialist to observe student learning progress and general 
adjuBtnient* TOay are recorded on ^e enployer card in the EBB 
notebook and on toe Maintenance Visit Haeord form* \ 

laoh complatad laaming acti\rt.ty is recorded by toe staff mentoar 
certifying; satisfaetory coirpletibn— the IBB in toa case of 
^s^loration Packages and laaming lewl skill building activities* 
the learning managar in toe case of pro j acts. For li^loration 
Packages the IBS notes toe date toa packet is "completed or 
racaived" in toe appropriate colunn of the student card in the ERS 
notabcoTc (saa pracading page) . For learning or skill building 
levals, each skill a studant masters is recorded on a Learning Site 
Utilization form kept in toa Career Devalopment section of the 
student's individual record bTOk, 

Approxiitotely every toraa waaks during laaming and skill Ibuilding 
ievals# the studant is reviewed by the an^loyer instructor in 
tarsB of general sita parformanca and adjiastnent, Studan^ 
Perfoinitanca Baviaw is recorded on a forni, which is filad in toa 
individual studant r^^ord book at toa learning can tar. At toe , 
sajae time* a Student Evaluation of Laaraing Site form is conflated 
by the studant ^ wlto ai^hasis on rating toe employer instructor. 
^TtiLs Mo-way eKohange batwaen student and El is passed through toe 
EHi for racording an^^ is shared wi to ©toar staff as need be. 

Making Stti Data Aval lab! a to Students 

At toa learning center # toe sjiployer card fila provides students 
wito easy^referance inventory of all currently active sitas . 
During oriantation weak and periodically toeraaftar, students are 
also given printed capias of m i^p-to-'toe-'minute list of aotiva 
employer/cosgRtmity sitef ii fTOm whito toay selact sitps for 
ai^loration or learning* 

Eefora deciding on a spacific sita students review l^loration 
Packagas conpleted by otoer studants visiting toe site before toem. 
Biay also confer wlto toe EM regarding more datailad inf omation 
containad in toe cTOulativa site folders sat up at the time of 
site recruiteisnt. ■ 



Farifm -thm^ the mmployer relations Bpmaisll&t fills out pmrmonally 
haw bmmn di&plAymd in this itum* ThoMm thmt tta EM simply 
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Sitm UtiUMtiQn (Itmm 5) 

I - . • . ' 

supmxviMmM are Bham and dmrnajtibrnd in Cw^^iGulim ^ X.natrygfcion i 

LBUning Bitm UtilimmtiQn form - .page 304 

Btuimnt Pmrfammtam Rmvifw pMgm 292 

Stu^nt S^lumtidti of Lemrning Sita * 294 

For MdUtionml non S^'^rmlmtrnd rmaordkmmping, mam &mah Im^rnlng 
strmt^gy in Curriaulm ^ inMtruatiQri , .^^^ 

EstMmpl^ Md m Bwmmry of mil mtudmnt^rmlAtBd rmmr^mmping 
fmati^M 1m aontminmd in ^Btudmnt RmQO^dSf" Studmnt BrnJCviamM , 
itmm f-J4, 

InifUmtion of th^ mmpl^mr rmlMtimM Bpeaimllmt not^ookf the 
mi%m maxd film smd mmtilMtivm mitm foldmra is trmMtmd in "Bitm 
RB&ui^mt^'* 
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Provide for infonnation sharing Mong staff 



M is of tin noted in these han^ooks^ IB^ ia prioarily an 
indi^duali^ed piogwsm in whioh man^ itudenta interaot with many 
adiy^ts as they move about the oonmiuiity. Althou^ students aro 
generally aided «id st^ported by^ all adults in toe progr^, 
indivldMl staff mm^mim_ are given major respOTgibili^ for 
varioiia aspects of a stutent^s det^lopmen^. For e3^aple.# learning 
nanageri are responsible for negotia^^n of student learning plans i 
the laajming resowoeg ipeaialist^ eupplying required learning 
aids md materials mnd ooordlnating m^eten^f oertifioationi 
the es^loyer relations speoialists, i^ing en^loyer sites for 
student learning/ 

iuch speelalizatipm of roles neoeisitates oontuiml information 
sharing a^ng staff to insure delivery of a unified"-as well as 
individualised"leasaing progrm for eaoh student. ^ \, 

As pax*t of toe day-to-day effort to ooordinate each student's 
onsite and leaning oenter aoti^tieSf anployar relations 
speoialists share their obserrations wito otoer staff on a regular 
basis, laiA week IMs report student onsite leaminf progress and 
behavlor-«as well as any infoniation "spinoffs" of iBi/s^tent 
intaraotion during career interest coimseling or nego^ation of 
site placemnts»to varioi^ other staff in toe followinf ways* 

\ 

(CE)2 STAFF MEETINSS 

Learn 1ng\|1ana Relations Spiclallst Maetlngs 

\^ ■ ' - 

Meetings held weekly >jetween toe leaning nanager wd toe iHi are 
a znajor information sharing tedmique for supporting student 
project waifkp \Siey were initiated specifically to Insure ^eg^ar 
extoange of itudent«speclfia inforMtion ud aoordinatlQn of 
project developMiit ne^tdatigsis uonf effiploye^' inst^ctori leaminf 
manager/ studeilt aris 1M« 

SumariEed at toese metinfs are all ^servatibfis and data gathered 
and recorded by eitoer learning mwager or EM durijig daily informal 
contacts wito students and vuiot^ partiaipating adults « Any snags 
toat have surfaged during toe week are resolved. ^ Qiese might be 
anything from an ^lay in co^leting a Learning Site Analysis 




site UtiliMtion (Itmm 6 



Tom to a learniiig nanager's difficmiw in drafting learning 
^iBQtXvmm,, fTOm t^loyer inatructor Aaetiena t© studant problem 
in opi^lotdjig projegt a^tivitiea as negotiatedp 

Zoni Progrtss Mtttlngs and Zona Debrleflngk 

for ea^ irtool yamr aetion mom tiifo all-atafi mebtingi ara held 
to review swdtnt statysi \ 

1* a tone progreis meting midway into eaOT^zone 

2, a 20ne debriefing at tte end of each zoneN 

All students' learning progress and general adjustoaertt in that 
tiM period im symari^ed and beconea ^e basii for^s^sequent 
negdtiaticni with the stutent and c^rotoioationa with parents. 

^ese i&ietinpi give eadi staff m^^er a good sense of how other 
staff are dealing with m^db student and how toe student is doing 
in all phases of his or her profram work, ihey enoourage 
oonsistent and equitable staff treatoent of all etudents, whet/ier 
at toe learning center or traveling about the ooflimunity« 

Accountability Write* Ups 1 

Each staff nesber coaqpletes an Aeoountability Write-Up^ foni on any 
student he or she ctoser^s to be "slipping" in perforaance of 
ejected important behavior or learning tasks. In addition to 
toeir recorc&eeping f motion # toese write-ups are shared as 
needed wito other ataf f torough distribt^ion of copies and 
discussion at staff meetings, 

' I 

Dally Informal Interaetlon 

As a matter of coi^e toe aaployer relations specialists ^eck in 
with otoer staff on a day-to-day basis* ihay may stop by to 
deliver a aoi^leted MM' to a learaing n^ager or diat with toe 
learning resource specialist ^out a student's request for a special 
placement, Sometimts toe conversation g^s beyond matters 
relating to toe orderly progression of a student's leariiing plam 
for instmce, a special pr^lem situation mi^t arise or al 
misunderstan^Lng might require resolution right away, 

Whatever toe situation # mattera calling for coll^oration between 
EM and otoe.T staff are t^en care of as th^ come up so that 
weekly meetings become prirarily a^review of recent eventt and 
coraiunicatlons , 
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Wiitm^Upm are furtiiar di^QU&Bmd ^in '*€aidAnamf" StadBnt SmrvicBs 
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Sit& UtiliEmtion . (Itmm 7) 




Wwmpm£m neeessary suppdr-tivs materials 



Bsaa^sr to have availably hmtovm stiadanta ajfrive a sufficient 
^ s^ply of the iuppoartive 'laterials you will need as you work with 
sti3denti * lyiterials and t^mm that w IHS ihotad sto^pile . 
in quantity inoludas 

1* up*to-dats ligts of enployar/aoRmunity sitae 

2. Leajming Sita ^alysis Formi 

3# ^KplontLmi Paokages 

4« Student Peffomanae Ha view form 

S« Student Evaluation of Leaming Sita fans 

6« mployer eardi and student oards for BBS not^ook 

' 7^ Maintenance Visit Bmm^d tomM 

8. Student and Employer Instructor Contraot fozte 

9, Aeeountabili^ Write^t^s 



All form and mmtmrimlm used thB (a) 2 p^ogmt arm listmd on 
pmgm 114- of '^Bu&lnmMm Mmrngmmmt^'* MmagmmBnt a OManiMtion , 
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BhmwYWR/mMmmiTV resources 




Pravid© for periodie ra^aw of site me proGeai 



Biere is no single point in the site utilisation prooeii when all 
gtaff # itudwts and esployer Initruotars pause to consider what 
they like and dielike about thm tools and proaedurea ^ey are 
using. Howavmr, ongoing evaluation by all BBS partialpants 
is sought repeatedly in a ^riety of ways. 



EVALUATION TECHNIQUES 



First/ eadi student learni^ aotivi^, from an Is^loration Package 
to m interdisoiplina^ projeot* has built into it^usually as 
part of the wrap-i^-evaluation of ito affeotiwnass and pertinenoe 
by all who ham participated in its use«. f 

Seoond, students^ en^loyer instructors and staff alike partiaipata 

in periodlo group aativlties planned to encourage frai^c agression 

of opinions asiong group meAars and analysis of progrvn features « 

For^exa^le# student retreats and noon meetingaf as^loyer instructor 

development sessions and staff ^aftar sdiMl^ work sessions are 

pariodically des^fn/review oriented* 
\ 

\ 

fhird, evaluation is soMtims addressed in a aore fomal or 
sUuctured way thrbugh the i^e of predesigned instruments sudi as 
the Student Si^luatim of Z^aming Site fornix Student Perforraanca 
Hevlew and guestieniiaires distrdjbuted at employer instructor 
developaen^ sessims . 

Finally, and parh^s most iaportantiy# day-to-day interactions 
among students, lis and staff result in oontlnual consideration 
of the afflclen^ of program faatwes* Patterns and trends 
observed over time may in titfh be brought vff in a group session 
or~in the case of eaqployers and sttMants onsite-*disausslon with 
Ae who tiien relays them ba^ to staff work sessions . 



Two Examplas of Change 

Using these mechanisms for ongoing ev Auatlan of all program 
features # CCT)2 participants hmvm gradually refined many aspects 
of the site utilisation process* 



For exaapla, during the first prograin year little information ^out 
the stuc^nt was commwicEted to tiie enployar instructor before 



Site iltilisatlon (Item 8) 



arrival af tiie student onslte. Staff fait ttiat to tell the 
ewloyer initeuctsr '•too muA" abaut a student, particularly ^out 
his Qt her prablaM^ WQ\id ^Mee biasing the EI and interfere 
wito optimym adjuatoent of bott parties* 

By the ttiddla o£ -tiial second program year, howewr# iome employ er 
instf UQtora^ were oonvinoed tiiat ttiey could batter aeconmodate 
student naato and help with spaoial areas of interest or oonoem 
if they knew about ttiem in advanoe, TOiey had tried discovaring 
everything about a student trough trial and error in a few weeks 
and were dissa^tisfied with tiie resists. During the final "feedbaak 
session" in tile eaployer development series several Els requested 
tiiat EMm brief tiiam l^forehand on several prearranged item 
critical to student s^e progress- In^^dual Els may aleot not 
t^ reoeive this inforaation but it is mate a^ilabla to those who 
wish it., 

tte eB^loyer card file is mother escample of revision based on 
e^^rianaa and evaluation. In adUtion to site name and address 
ea^ oard now includes data regarding activities^ oriteria^ 
raquireMnts and special conditions pertinent to a given location « 
Qiis makes the file usisful to students in salaoting sites for 
ej^loration and learning^ whereas before it waa siffply a name and 
address directoiy for mailing pu^osas* 

Still anotiier instance of e^ange based on e^ariance and avaluatlon 
is tiie Student and i^loyar Instructor tentract fortn. fliis form 
(see page 129) Was carefully desifnad to replace weekly time 
cards and earlier student status board cards and to give eadi 
employer instructor a record of the s^edula negotiated for a 
particular student. It insures tiiat a student's site use schedule 
is known by student* raployer instructor and learning center 
staff alike f so that student attend^ica ciui be more easily 
monitored. 



E>!PLOYER/COMMUNXTY PsESOURCSS 




Finalize ' ral sequence for site-related events 



To wrap up your planning for student use of sites for learning, 
all staff must agree on how the many separate tasks * responsibilities 
and events will come together in a logical order to form a "pathway" 
to student site leamijng. Following is the outline of ^ronological 
steps taken by {CE)2 students, staff and employer instructorE^ 



)ical i^ems 5rom 
li "how we do 1^*' 



As a reference aid, this outline brings together topic 
all tliree sections of this handbook into a sequential "how we do 1^' 
summairy of site use. \ 

To help the £j:^S use this' guide, items related to recordkeeping 
functions and minor logistical tasks are indented under tiia 
numbered steps. 

Remember f the chronology is intended only as a guidm and aannot 
substitute r for indepth reading — not only of iteirm within tiiis 
handbook, such as tJ^u- SFS role description on pages 110-111 , 
but also of other hai/Jbooks , partictzlarly Curriculum ^Instruction. 
To keep the chronology as succinct as possible , we use program 
terminology freely with the assumption that your additional 
reading will define those terms. 
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site utilization (Item 9 



IMPLOYER REUTIONS SPECMLIST'S 
GUIDE TO SITE UTILIZATION 



SPRING/SUhWER STAGESETTINO 



student GQQrdinator ccnducta student ^ recr\u.tment and selectad 
atudenta are acceptad into progrM, \ 




StudBnt Inforwmtlon c&.rd with address, emergen^ 
telmphone numbm^ And tr^^sportAtion agreemnt dmtm 
mmde fo^ employ er relations spmaim^ist (FES) 
not&hoak. 

Judividml Studmnt Book And Bmction of Master 
RmaOLTd Book set up for maoh student* 

Student coordinator supeirHses studenJ^Sl^I'ttion of initial 
career interest assessment inetruments, 

IBS reoruits sites on basis of assessed 03? projected ituient 
earear interesta^ etot^ns signed Letter of Intent and coi^letes 
initial site survey section of Learning Site Analysis Form 
(LSAF) for each learning site at every eD^loyer/Gonmunity site* 

Far mmch Mite rearulted the files in his or h^r l 
notebook a site informmtion card with name of 
business / address Mnd oontaat person. 

Site information amrd made for site oard file 
(inaludes names of aontaat person , employer 
instruator and mvmilable learning situation ) . 

Manila folder set up for site/ EES writes up brief 
desaription of organizMtionf including possible 
arems for inval^ment and speaial aonditions/ 
restriationsi site sio'vmy section of LBAF, Letter 
of Intent md Indenmity Co%mnant are also tiled 
in the folder, 

StcJf Qonduot first^renployer instruotor (El) development 
session (orientation) at learning center. 

IRS arranges with site eontaot pe^ons for first student site 
visits . d^ing student orientation weak activities. 




SMPUDrER/CQMMUNITr hSSOURCES 



AFTER PROGRAM BEGINS 



Career Ekp I oration 



6* itijJent re calves gane'iral introduction to career development 
md site activities during student orientation. 

7. EBB and student Met, during orientation week to discuss 

results of career assessrr^nt and available employe r/comrr.unity 
sites . 



EB3 assists student in making ten'^ative site choices for 
exploration and finding site^specif ic inforination gatoered 
tromi 

Site cumulative folder (deBcriptions mmde at tiim 
of site recruitment mnd first section of y^JAF) 



8, student narrows Site choices on basis of initial research and 
selects first es^loration sites. 

9, Student gains Cosputer Information System (CIS) information 
on job or occupational area to be es^rored at first site(s) , 

10. Student discusses CIS information vfith EBB to receive 
Exploration Package and requests that IBS make arrangecvents 
fnr him or her to visit site, 

11. Student discu^Bes with ERS and learning manager possibilities 
for deaigned project activities a^^ that site. 

12. EBB meets witt (jr telephones) site contact person to arrange 
for exploration* 



Student given list of avBilahle sites compiled 
from card film. 



Completed ExplorMtion Packmffms in learning center 
rmsource files (if site has been visited by other 
suudents before) 



EES notes mgremd time on "First Appointnmnt" blank 
of Student and Employmr Instructor Contract form, 
po^tM one copy of form on Student Status Board and 
gives remaining copies to student to take to site^ 




\ 




\ 
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5i:ie UtillzmtlQn (ItBm 9} 



EM notm& on sitm nmid mdsr "aneadgtml aonmmnts" 
oaau^^mnae of md reason for thi^ (sjid st^sequmnt) 
nmBting& with site contact; pmrmon. 

13* Stu^nt arrangas for transportation to sitei EBB may acw mpany 
attid^nt for first es^loration or if site has not yet hooted 
a itudant« 

14. Student finaliMS sdiedula with EX md begins exploration 
aativitiea outlined in Esqploration Paekage and any project 
aati^niee .appropriate to toe site, 

Studmnt rmcordM nmgotiatmd Bahmdulm on Studmnt/EI 
CQntract form, hAm EI sign it, Immvms onm copy 
plm EX Rmport p^stamrdwith EI md rmturnB onm 
aopy to EES for posting on Studmnt StAtim Board. 

15, Em visits or telephones site at least onoe during ea^laration 
to eheck student progress and adji^tment* 

i 

EES notes viBit ^/not iwcmssarily tmlephonm amll) on 
si te amrd in EES not^ook^ 

16/ Studtent mnpletes aiiy projeot aotimties and E^loration 
Parage > has padcaga oertified by employer inatr^otor md 
presents it to EMf student writes tiiank-you letter to El, 

EI nrni ls EI Rmport postcard to EES, who foiwardB 
it to olBriaml assistant for rmcording mttmndanam* 

17. EW ^edcs that parage is satis faotorily cos^leted (returns 
to student for gorreotions if neoessary) \ 

PmakMgm filmd in Caremr Dmvmlopnmnt remouram files 
(for use by othmr studmntM in rmsmmrohing sitms 
thmy would likm to mxplore) . 

Complmtion of mxploration noted in Mmtmr Rmcord 
Book. 

18, meets with students to discuss and evaluate their first 
ej^lorations . 

li> Student selects nejct site to explore and/or selects a site 
for learning level. 

For a student's remaining oareer as^lorations steps 9 tiirough 18 
are repeated. If the t^e of site requested by the student is 
not available in the current site inventory * the attests to 
recruit a new site ^d the abo^^ dironology repeats from step 3. 



EMPLOY SR/COMMUNl TY RE ^OUmES 



Learning Level 

20. From sites e^lered the student dioosai one to return to for 
a laarning leval, and makes decision known to EIS* 

21. ERS arrangas student sita visit with emplc .'*er contact person 
or s^saquently designatad efl^loyar instructor* 

EMS notes agreed tlm on "First Ap^intffmnt" blank 
of Studmnt and Employer Instruator Contraat formf 
poses onm copy of form on Studmnt StMt us Bomrd 
And givBs renmlning aoplms to Btudent to take to 
toe site. 

EES enters site name on student aard in EES notebook 
and moves oard to just behind site cMrd in notebook. 

EES notes On site card in his or hmr notebook if 
contact has been madm in persdn. 

. . Learning Site Utili:^atiOn Form is sat up for ^at 
Btudmnt Md filmd in Individual Studmnt Book* 

22. IBS Gonfers with student and 11 ragarding student schedule ^ 
initial skill devalopment activities and pc^ssibla performance 
of project activities. 

. Conference recorded on site card in E^ notebook. 

i 

23. Student bagini visits to site for learning level activities. 

24. ERS makes appointaient with EI and conducts task analysis 
portion of LSM*. 

Task anMlysls complmtim recorded on site card and 
student card in ERS notebook and on student's 
Learning site utilization Form. 

25* EBS sends task analysis to lear*iing manager for writing of 
/leaning objectives* 

- _ ' 

26* Student continues work on skill development activities at site 
At end of second week^ EI mails EI Report to ERS, hereafter 
student turns in time card signed fay EI at and of each week* 

Attendance credit recordad in time accoimting book 
mid EI Report and tire cardB filed in cumulative 
tiim card boxeB. 

Clerical aBsistant inform EES when time cards not 
r&ceiv&d; E?W follows up student. 



144 



sits C/tiiisa^on (I tarn 9) 



27. Learninf manag&jf Ms^ilea and returns list of site-^ipeeific , 
laaming ©bjeetAves to EM. 

28. ERS ffleatJ with II to have lewning objectiveH ray^fiad and 
prioriti^edi ERi advises use of objectives as interim gmde 
for skill deTClopft^t ao^vities that the student ean do 
tmtil the learning leval piojeet is designed ior that. site. 

EBB noteB meeting on site c^rd in fRf notmboak, 

29* Ere returns priori tized learning objectives to learning 

manager with any additional leM^ning aetivity suggestions. 

Completion of objectivms r&cordmd on LmMrning 
Site Utilization Fora. 

^ Task anAlysis portion of LSAF and learning 
abjeotivmm filed in site aumulative folder. 

Copy of learning objeotiveM filed in Individual 
Student Book* 

IWo copieM of learning objmatiwB givmn to EES. 

30. Interisi perfonRanoe reviews oonducted by student and employer 
instructor. 

Reviewm noted on Learning Site Utilization Form in 
Individuml Student Book- 

CQpy of eaeh entered in inMvidual Student Book* 
Original fil&d in Master Record Book* 

31. EHS receives project design from learning manager and 
schedules meeting wi^ student and EI to look over the 
project and gain the El's commants/approval eonceiming its 
appifoprlateness to that site, . ' , 

32. EBB, EI and student establish target dates for various project 
objectives . 

Projeot ratification conference reoorded on Mite 
aard in EHS note^oo^ and on Learning Site 
Utilizatim Form. 

Copy of project is left with EI, 

33. itudent co^leteg skill development activities, receives EI 
eertification, and returns skill development sheet to IBS* 
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EMPWYER/COmUNITY RESOURCBS 



EES enteric completion oh studmnt card for EES 
notebMk . 

EES glveB complBtBd skill dm^lopmBnt shmet to 
Immrnlng Midm who reOTrds activities in Mmstmr 
Record Book with lemming Irnvml days on aite. 

Lm&ming aide record complmtion of skill 
dmvelopmmnt mctiviti&B on Lemrning Site 
UtilizMtion Form. 

Aide passes skill devalopMnt activities to learning 
manager for avalnation* 

34* ESS maIs or visits the site weekly to ched^ student progress 
on skill development and project activities- 

Emah visit rmcordmd on site^amrd in EES 
notBbook . 

For each vimit, a Mmintenanam Visit Eeoord form 
is aomplmted and Mstributed as nmmdmd^to o^er 
staff. 

35* IBS; Ei and student meet for mxit interview when skill 
developmant and praject ac^vlties Me oompleted; tetal 
project and products are re-examined and signed by EI, final 
studaut and employer performanGe reviews are conpleted, 
atuden' .mk-you letter is delivered* 

Intmrvimw rmoordmd on ^ite aard in EES nQtebQOk. 

EI /studmnt mvalimtion and projmat aomplmtion 
arm noted on studmnt card in EM notmbook* 

Complmtmd projmot is retimed to tte learning 
nmnagerf who amrtifims Its aompXmiion for program 
oredit. 

Last mntrims are made on Z^rning Site Utilization 
Form- 

Studmnt Performanae Eevim^ is filed in Master 
Re cord Book, 

Copy of Student Evaluation of Learning Site form 
is filed in Master Rmcord Book^ (original 
retained by EX). 

For a student's s^sequent learn,1jig levels, itepi 20 through 35 
are repeated. If it is not the first learning level visit at a 
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site UtillzA^on (Item 9} 



partiaular mitm, both pormons ot thg Laaming Site Analysis Fo«n 
WQijid ha-TO alrea^ bean coE^leted, in which caife Jtap 4 is not 
related* 

Skin Building (Optional) 

1. Stu^nt indicatea to IRS that skill building level is desired 
at a sitef always one he or she has visited for a career 
ej^ioration Mid perhaps learning level as well, 

2, Stu^nt and, ERS negotiate with learning mMager for permssion 
to initiate skill building level. 

3* ERS contaoto E.I at site to arrange for student learning, 
inoluding nature of learning es^erienees , starting date, 
duration r hoitf^ per day^ 

EES notBB mgrmmd tiM on "First Appoinmnmnt" blank 
of jtadmnt mnd Empl^mr InmtruatQr CQntraat form, 
poiits onm aopy pf form on Studmnt Strntus Board mnd 
gims rmmmining oopiM to studBnt to t^e tha 
sitm. 

EBB enterm sitm nMmm on student mrd in EK notebook 
Mnd movms oard to jt^t behind site aard in notebook* 

ERS notes on Bite omrd in his or her notebook if 
contact has bmmn made in pmrson* 

' Lmaming Site U^ilimmtion Form is set up for that 

student and filmd in InMvidual, Student Book. 

4, Student arrives on site and begins agreed*en skill building 
activities* 

5, At end of second week/ EI mails El Report to IRS* ttereafter 
student turns in weekly tiro card signed by eii^loyer instructor* 

^ttendancie credit reoordmd in time macounting 
book and tinm oard filed in mmulativ^e time 
mrd boxem^ 

Cleriaml awmistmt infornm EIW when tim cards 
are not received/ EM follows up with student, 

6* Student and EI conduct periodic performance eTOluatlons, 

^vi&ws are noted on Lamming Site utilisation 
Form* 



E^wrER/comvN'^Tr RESomcss 



Copy of each is entered in IndinduMl Stud&nt 
Book and M^tmr Rmcord Bookn 

7. EM msits ©r calls lite once a week to insure stoo^ progress 
and an^er EI questions* 

Emah visit is rmcordrnd an sita card in ERS notmbook^ 

ERS complBtms MAintenmnae Visit R&cord and 
distxihutms copies as nmmdmd to othmx' ^f^aff. 

8. EBS, EI and itudent meet for exit interview when agreed-on 
skill building aetivities are completed # and final stLudent 
and employer instruotor perforaanoe 2% reviewed* 

IntBrvimw is r&mrdmd on site aard in EES notebook. 

Employef instruotor and student evaluations and 
aompletion of learning nativities are noted on 
student aard in EBS notebook. 

Final entries are M on Learning Site Utilization, 
Foxin* 

Student Performance Review is filed in Waster 
Record Book. 

Copy of Student Evmluation of Lemrning Site forin 
is filed in Master Reaord Book (original retained' 
by EI) . 

Speciil PI aciment (Optional) 

1, student and learning manager or learning resouroes specialist 
■ agree that speoial plaoe&^nt is desir^le for completion of 

certain nonoareer-r elated project aativities, 

2. Student, learning manager or learning reaourcos specialist 
notifies IBS (if efl^loyer related) or learning resource 
specialist (if other toan eanployar site-related) of student 

^ naed for special placement in the coiununity^ 

3* EM and student identify site at whi^ thme activities oould 
hm coHpleted* 

4, EBB or otdier staff arranges with site's en^loyer instructor 
for Student t^e of site for social placement pu^oses and 
\ negotiates specific timea and length of visit* 
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Site UUlizatlon (Itmm 9) 



5, Student eompletei negotiated project activitiea and leaves 
lite. 

§. QD^letad projeot activities returned to learnins manager, who 
re^rds ttem for program credit. 
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E.^WYER/CumiUNlTY RESOURCES 



Supporting Student Use of Sites 



Orient itudents to site^relatad laaming responsibilities 



10 



Dm'ing student orientation week at the beginning of the program 
year^ staff wa3i new and returning students through the progrM*s 
many options and reqiiirements for indi^ri. dualized learning. Staff 
iOTlain and illustrate oareer e^lorationf learning levels, projects 
and the several alternative way^ in whioh students may use sites 
fpr QQB^leting leamii^ activities , Students are helped to 
iBiderstand how site activities fit into their individualized 
learning plans, and every student actually visits a site for the 
first tise during orientation activities . 

Ifiis general orientation is reinforced by studant/Ei^ interaetioh 
as the student is get^ng ready to go to sites. 



^Program Sntry/Sxltf" Studmnt Services , instructs staff on how to 
plan aji^ aonduat orimntMtiQn wmmk motivitiem mnd displays n&rrmtlvm 
dmsarlptimM of fcffjj's mppromah^ 

Furihmr aammntE pmrtinmnt to orlmntmtion for individual lemming 
stratmgims are iAoludmd in Curriaulim Q Jnatructioii / bg^ 
partiaula^ly "Career Explorationrnf" pmgem 137^144 and "LBarning s 
Skill Building Lavmlmf" pmgmm 307^312\ 

fhm "EBCE studmnt Lmmming Pmth" on prngm 9 illustratBm hlpw site 
^atlvitieM fit into individmllBed lemrning plam and oan serve as 
a uMmful orlenimtian tool* 



CROSS-REFERENCES 




\ 




ISO 



site UtiUzMtion (Itmm 11) 




-Import student site salection 



2^ impl^smnt thim step you will w&.nt to rmmd som& portions of 
Ct^:^iaaluui jB Znstxuption , pArtioi^Mrly tho&m conamrning GMrmBr 
msBg^gmmmnt And'aounMmling in "Career Exploraticnf" pagmM IIS-IIS 
And 145'^150 ~ Bmlow wm ^uu^mrizm key rnvmnts the ERS is rmsponsiblm 
for supporting. 



SELECTING SITES FOR DIFFERENT USES 



Career ExploratlQns 

After incCTiing studanto haw c^^leted their career interest 
asiassaent be fore the program year begins , mAch mBmtm with an 
eEployer relations speaialist to selaet the first £aw sites to 
explore fro® those available, ^is ooaperative matching of students 
to appropriate sit#, makes use of tteea souroes of inforination in 
addition to the student*! stated and indlaated oaraer interests i 

!• an i^to-*date list of oijrrently aetiva sites 

= 2* site amt^ative folder eontenttf especially the 
site description made by the EM at the time of 
re^uitMnt and lAe first section of the Learning 
Site toalysis Form 

3. Gompleted Es^loration Packages for sites visited 
by other studints 

Ihe EHS's knowledge of variora sites is particularly helpful to 
new students selecting ttieir first sites* Seeond year students 
and new students^ too# after the year gets underway-'^are encouraged 
to T^^d the mterials ^out varioi^ sites for themselves before 
; tt.m ERS. 

kfter ... ing several sites for possible eKplorations, the 
student uses the ^reer Information System (CIS) to gain detailed 
information on the job (ooci^ational area) to be es^lored at each 
site* With help from the EBB the student makes final selection of 
sites for exploration and receives Bn Exploration Package for 
aoapiation at tiie first site. 

It is i^ortant to note tiiat when students first enter the progr^ 
and firas are faced with pl^ ting them all on es^loration sites 
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during the first faw wc^ks of the year, ^eir incan-vJts are matchad 
to availatls aitas only. As aoon as possible after this first 
cruneh q£ site placemantB , tea EHSs recruit additional iitss in 
respQnse to studant raquasts and interastJ thit emnat be 
acMmsQdatad with thm presant site inventor-y- 

Learning Levtls 

Saleatiori of laaming level yites Lb made by each student on the 
basis of continued interest in the site after GQE^sleting an 
exploration there. If the atudent is undecided or would like ERS 
help in making thm deals ions ^.e tw© get together. If ^he student 
Lb comfortable making the decision al^ne. toe ESS is simply 
notifiad of the desired laarning level so arrangements can be made 
with the appropriate es^Lcyer instructor. 

Skin Building Livsli 

A skill biulding level may follow a student's learning level at a 
site if (a) the student wishes a long-tem experience at the site 
similar to preapprenticeship training and (b) the student is 
considered by staff to be prsgressing satisfactorily in other 
program work. Once student and staff decide a skill building 
level can be incorporated into the student 'a learning pliai, 
selection of a site is automatic to the extent that the student 
must already have had a leariiing level there* 

Special Placenients 

Studenti use eR^loyer Bud cossnimity sites for special placement 
purposes when toey have a project activity requiring a site in 
which they have no specific career interest, ^11 aspects of a 
special placen^nt* including qhoice of appropriate site, are 
individually negotiatsd be^f^ien student and staff— usually thm 
learning manager and either the ei^loyer relations specialist or 
the learning resource specialist-^depending on the student's 
specific learning goals ajid general status in program work. 

Similarly, the actual contacting of a special placemeat site may 
be done by the staff person primarily involved in planing the 
placement with tha student. 



Site VtilizAtiQn (itmm 11} 



STUDENT CKOICE' A POINT TO R£ME1€ER 

Underlying all st^^^nt/staff interag^Di^ ti^ ;,onvlc .ion that 
studentt should ahoesa th^ir own leaminf es^sxlaneas , Program 
adulto should coimaal and Msist to the dagrea cppMpriate to tiie 
indivldmal student and *^it\^tiOTi they ihould not make choioes for 
studanta . 

Only whan a itu^nt doesn't know what to do or eia^ly doesn't 
hava a prefaranM as to whieh sites to as^lora shoiild EBffi staff 
take a mora assertive role in getting the student started* As one 
eaployer relations speoiaUst put iti 

^nmtlnms you hmvm to mnaou^^gm Btudmn^ to go out an 
mitmB th&y hmvm' t motumlly zmguaMtsd bmo&wB it's 
mithmr thmt or nothing at mil* Some studmmtB^^ 
^speoimlly first year ones -^^ don't knmf y^t what thmy 
are in tares ted in mnd AOtumlly mppemr not to be 
Intmrmsted in of mnything^ So you jmt about 

hmvm to ^mske somm suggestion ud get iAem going so 
they omn get somm expari#noe on wAieh to base further 
dmai^ions* We try mlwmys not to impose 'our judgments 
on themp wm just help thmm £^ soretting . 



- "— ---- - CEPBS-^RSFEEENCES ' - - " - -- 

For amremr interemt sssmMsment pmcmdures Emm "Caremr Explorations /' 
Currimlim s InBtruotjon i pag&s 145*150* 

Se<s Currioulum B Instruotion for full tremtsmnt of mil £©ur site 
utilizmtion levels; for omrmer explormtions see pmges 105^186^ for 
lemrning mnd skill buxlding Imvmls see pmgms 277^327i for spmcial 
plmCBmntf see its treMtmmnt ms a resource for projectm on 
pages 211 and 260* 
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EMPLOYER/COMMUNITY RESOURCES \ 



Conduct learning site analysis for sites selected by 
"studen?:s 




To implement this step you should review Item 3 (P&ge 112), in 
which the Learning Site Analysis Form is described* You may 
also want to read through Appendix -Mr-which~'cxmta^ 
of how one EPS might have approached the LSAF process at an 
employer/community site. 

Below we review a few issues that may arise as you b&gin 
analyzing sites. 



How Important Is The Process? 

Exactly, how an ERS conducts a learning site analysis intermaw 
and completes an LSAF will depend considerably bn parsonal/styie 
as well as time factors and the physical setting of the interview. 
Each E?S will develop a unique approach. 

However, the efficiency, completeness and clarity with whibh the 
EPS fills out the LSAF will directly influence the ease with 
which the learning manager can later draft objectives and design 
projects that reflect accxirately the particulars of the learning 
site. This places a special responsibility on the EES to make 
the LSAF a truly useful instrument when completed, no matter 
what the circumstances surrounding the information gathering 
process. Occasionally, the ERS may have to put the finishing 
touches on an LSAF back at the learning center, filling in some 
information from memory before handing it to the learning manager. 



Two Sittings Or One? 

;(CE)2 employer relations specialists try diiring the reeruitment 
interview to record general site information called for on pages 
one through three of the LSAF. The tasjc analyj^'rs portion is=. 
usually completed at a later time when a student chooses a learning 
level at the site. 

{ . ' 

Obviously, circumstances sometimes dictate that the parts of 
the form be coit^leted in one longer sitting. This can be tiring 
for both employer instructor and employer relations speeialist 
but is necessary before a student may visit a site, for learning 
level project activities. 
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site Utilizmtlon (Item 12) 



How Tluch To Record? 



student omn dp on d job BLtm will not alwaya inoluda all 
of what tiiB 11 dots. For mn^s^lmt mmm talks mi^it be aonaldered 
too dangerous or aonfidantial for atudint involvements A student 
iaarnliig at a telaphont m^any under tutelage of a linaman would 
not be pemitted to repair live wires i at a oounielor's office 
gone sessions might be declared off limits, \ 

Bsployer relations specialists must agree beforehand if all job 
tasks should be oapt^^ed on ^e IShF or only those in whid^ a 
student oan reasonably be e^eoted to partiaipa^e. A total 
perspective of the jdb oan be gained by racording all tasksL'but 
studant-^spcu^ ?^ic ones must tiien be indicated in a way understandable 
to the lea^ni^i^i manager. 



u 
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EMPLOYER/WMMUNIT^ MSOURQES 




Arrange with employer instruntor for placing student 
on site 



When seheduling student placements, the employer relations ^ 
specialist takes into account time commtments and other tiiro 
constraints of botii student and employer instructor. For example* 
activities or' business cycles at the site /might cOTpete with the 
student for enployer tinte or might be so illustrative of site 
operations that they should definitely be e)^erienced by the 
student. On other occasions a student ej^eriences at a site 
ml^ght warrant moving imirtedlate^y to a similar site to better follow 
through on learning in a particular skill area. Or a student's 
target. datw for other project activities might cause postponement 
of new ei^lorations pending completion of a project underway* 



SCHEDULING VARIOUS TYPES OF SITE PLACEMENTS 



Career Explorations - ' • 

Whan final selection of an e^loration level site has bean made by 
tiie student^ the EBB contacts the appropriate individual onslte to 
arrange for student arAi£gi, This per sot may be the original 
en^loyer contact person ora^des igna te d employer instructor, 
depending on the specific site coninmiicatlon channels established 
during recruitment. 

Ere procedi^es for schedi^ing students on explorations are^ as 
follows I 

1* If thm II has not hosted a student before # tte EM 

ray visit the site to make date and time arrangements* 

EBS can til en answer last minute questions^ make 
sure tiiat the EI feels .ready and give background 
information on the student as neGessary. 

2* For an 11 who has already hosted students, tiie EES 
may choose to negotiate time schedules over the 
telephone. 

3, in tiie case -of a student's first escploration, the 
EBB may take the student along when visiting ttie \ 

J site to make arrMgements, This will break tiie 
ice for eve^one arid will supplement any advance 
information the EBS has provided the EI about the \^ 
student* 
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Sitm Utllizmtion (Item 13) 



t 

Whatever approaeh seens appropriate for both the employar instruc^br 
and student, the EM shot^d Inaure ^at speoiflc arrangements ari 



mde several days before student arrival onsite. Thm agreed 
is raoarded on tiie Sti^ent and EiD^loyer Instruotor Contract {^k& 
page 129) , ; 

' . / 

Laarning LiVils v 

Sohedt^ing learning level placemnti is sis^lified by Uie fact 
that both student and ea^loyer instniotor are now es^^rienced, 
Ihey know each other md are fand^liar witii mxt& use |6r learning* 
Oie 1^ or student lii^ly agrees wi^ the EI on a r^^ular idiedule 
which is noted on the OQntract form, arid the EBS ins was that the 
second section of the Earning Site Analysis Fom has been completed. 
If the IShF was not fille^ out previously in res^nsa to another 
student -s request for a Learning Levels ^e MM conduct an tMM" 
interview with the II at tills tima (see Item 3, pages 112-11^4-^-^'^ 

Skin Building Levels / 

Because skill b\d.lding levels occur after a student has hid an 
as^lciration or learning lavel at a site^ tiie EI will usually 
alrea^ knci# tha student and be familiar with the program. Ha or 
she must sii^ly be willing to be responslbia for the ^ttj^ent for 
a longer period of tijne. / 

At (CT)2f. skill building experiences are often conisined witii 
company training or preapprenticaship programk, thereby reducing 
scheduling and monitoring demands on the EI. 

' ■ ^ ■ . ■ . X / ■ . . 



special P/lacemants 

specific arrangements with aa% anployer instructor (or other 
^resource parson) for a student's special placement varies with 
the nature of planned student activities h special placement 
naad not follc%4 mother es^erience on that site and naed not be 
of a cartaln lang^. ^erefora date and time arrahgemante are 
limited only by the convanienca of student and en^ioyer instructor 
and by tiie desi^ of tha particular learning actiyity to be / 
parformed thara* / 

Moraovar^ students may initiate spacial placements not only 
throu0i an EM but also via a learn ijig ^wager or a learning 
resource ^pacialist. The ERS plays an optional role in 
facili^ting such placaments and usually cozmnits only modest 
^lounti of time to them« 
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EHPJJOYSB/COMMUMTY RESOURCES 



TELLINS THE EMPLOYER ' INSTRUCTOR ABOUT THE STUDENT 

Oaa aepect of n^ing neqeaiary site arrMgeinents is providing the 
employer instructor with advanoe infomation about the student, 
Deeiding what and how mu^ to tell tiie II is m important issue 
and should be dealt with tiioughtfuUy by tha EBS, 

Some en^loyer instruotors"p«tioulMly^ those who work with 
students on learning lavelsr-e^^ress a need for advanoe information 
about tile student's learning abilities--and disabilities # personal 
traits that might affect onsite adj.ustment or learning productivity ^ 
and individual naed^' and skills* O^er lis prefer not to know 
anythinf about studrints be causa they want to be open-minded, toey 
feel tiiat tha ^^©overy process of two people meeting for the 
first time i;i important sa^erienee in itself and perhaps should 
not be "contandnated" with advance information about the student. 

As a results the SHE should "play it by ear,". If eKperienca with 
a particular EI suggests a need for "pregame" information about 
the student; the ERS tries to oblige, ■ Such Information is always 
a difficult thing to deal with because it tei^ts statemerit of 
personal opinions and value judgments ^out a student who might 
come on quite di^fferently to the personalities and situations at 
the site. 
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Sitm Utllimtlon (Item 14) 




mkm muxm e^loyer instructor understands roie 



tfflpleyar initrUQtor unde»tanding of EBCl will va^ aceerding to 
pravious e^^^riancss with 

1* gsqplanatiens givan during site recruitiaent intarview 

2. pa^tiQipatioa in an LSM* interview 

3. attandanea at a&^loyer davalopniant saisions ; 

4. usa of lite by previous studants and ralatad site 
naintenamoa aati^tias by an EM 

fii© as^loy^ relations ipaqialiit must dateCTi^e general readiness 
to reoaive atu^nts and in^urtf EI undaretanding of his or ha^ role 
during onsite learoing motivities, Exoept perhaps for truly 
seasoned eiiployer inatruotora, the ESS ihould ra^ew tha bMiei of 
what tta EI oan do to help a student learn as mu^ as possible at 
thm iite« 



EI RESPONSIBILITIES 



Caritr Explorations 

'(Cl)2 staff have davalopei an II ^ecklist for ej^lorations that 
tile student hand deliwrs during tiia first day onsite* The EI 
retains the diecklist^ which sironarizes tiie tasJ?s ai^lained by the 
IBS during eaployer instruotor orientation (see following page), 
for refarral as naoesiary during ttie student's exploration* 

Thm ohe^list was developed on ithe basis of IRS obser^tions 
and employer inatruetor feedba^ oonoernlng the ganarally minimal 
need fdr IBS support during a short-term e^loration J It was 
agreed that most Els eould get along on their own by followi 
sudi a list beoause respond ibilitias would hot vary muoh frc 
student to studant- For speoial needs the 11 telephones thi 
IRS for asslstanoe. 
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EMPLOYER/ QOMMim^TY. RESOURCES 



EXPLORATION GUIDf FOR 
. IMPLOViR INSTRUCTORS 

Thank vqu far aeeepting ^ _ an 

'oration* In ordtr tor this experience to be lUecfsifMij the 
foiiQwing steps ire importint Pliiie initral each as the eKplorition 
progresses. 



, Wf LCOMf itudini and reaoh agreement on scheduie for full 
exploiatlon i^cperience, 

™ &subli$h attMd§na§ Gontraat y^M stud§nt 

rmord houn Mnd days on contract form 

tm $ufw bodt you and studsnt sign the form 
— retsin y§iiow copy snd postcard 

ORIENT student to your site. 

~— give student # tour \ 

— ^ introduce student to people, plmst things 

cover the mission of your company - its producw §nd service, 

im policim end ntenderds 

INFORM student of eareif opportunities^ 

discum Career informst/on Sysfem printout M student fyr 
it if not offered) \ 
~— heip student with Expioration PacJ^et (picture Ming, inter- 
view) 

— — d^u^ how you got your job end opportunities in your field - 
^e big picture ^ 

CERTIFY the e)«periince, 

— d^rief student on ^e Imt day 

^ enter commenm in ixploration Packet 
— discim student's interest in returning for e longer experience 
(Learning Level) 

VERIFY student attindanai by signing and fnalling contract 
pastcard. We must have this postcard to credit the student's eK- 
perience. 
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^ Sitm Utlli^mtiQn (Ttem 14) 

\ 



Learning Livel 

\ 

Dm to the highly Individualisdd Amtyra of itudent es^efienees 
during leamii^ la^li, tha ^ediliit for empleyar inatruatori is 
aoatwhat lass spacifie than tiiat £©r ei^loratlons • Laaming level 
activities are indi'i^dually negotiatad with earfi atudent. Hc^evar^ 
every laaming level has Mrtain general activities and paraaieters 
in oosi^n with otharai these have been cMbined in a ^edcliit for 
review by evployer ralationi speoialist and e^loyer instructor, 

Lcoking oimr the cha^list (sea following page) together allows the 
IK to prepare the lI-"who probably has worked wi^ the student 
during his or her ej^loration of tha site-«for projected learning 
needs and tiia II role diiring student learnijig. At ^e same tiM# 
the IBS ejqplains to the 61 how this general pr^riefing will be 
followed naturally by periodic arrmgeaient of specifics, between 
li ud IBS as the stuitent progresses with specific learning 
activities^ 



Skill Building And Sptcial Placiront 

\ \ 

Jilthougti skill buildii^ wd spacial placements ara diffarent in 
natura and intent^ they bo^ reqtd.re highly i^dividualizad 
arrangements with ^a mployer instructor « Ae particular 
aotivlta.es negotiatad for either option will directly ia^act 
dates # times, "leng^ of placamnt and day-to-day student and EI 
rasponsibilitias • 

^nsWquentlyi the aaqployer instructor's rola cannot be limitad to 
a ^^^list bM stould include thasa general cmsidarationsi 

!• schedula and pro^de for student laamlng 

a3^eriences**tiiat is, when and what the student 
,will do 

2^ share informa-^on ud materials with stt^ent 
and ira— in effect, how tha student :;j do 
. things 

3. ^^^luata student parfOimnce as agraed witii 
Aow well tha stu^nt did things 

' • ■ \ ■ \ 

4. certi^/ studant time at site 
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certify student completion of specific skills 
and learn/j^g activities 



EMPLOYm/COMmNI^ BESOURCES 



^ EMPLOYER INSTRUCTOR CHECKLIST FOR LEARNING LEVELS 



TO FACILITATE THE STUDENT'S LEARNING PROGR^ 

1. Held interviaw at yout gite with «i EBCT ea^loyer relations ipacialiit to 
Qow^lmtm a Learning Sitr Analyi^^i Worn (LSAF) and lUffest laaming 
ac^vities and job ikills st^udents may do an your iit@. 

2 . MQmivm the itudent at your site «id dagide job iJcille he or mhm can bag in 
praetioing* 

\ , ■ 

3. Sgvi^w learning objeoti^s the learning mmager writee from the LSAf and 
prioritize them in the order in whigh they might be done at your iite, 

4. Review and iipprove the student project designed from the learning objectives^ 

i. Help establish targf t/compl#tion dates for learning activities on project* 

i* Help the student with project-elated research at your sitej as specified in 
learning objectiwis* • , 

7 4 Provide the student with a place to study ^ ■ 

. _ \ ' _ 

8, Evaluate the student's perfomance bf some project activitiee and certify 
Chair iartisfaatory cofnplation when called for on tho project form (see 
"Criteria" column)- 

9* Becofd on the Skill Development iheet ^y skills the student acquires at your 
3lte# verifying that they ^re perfornted accordinf to your staidards* 

LQj. Help the student conplete any Basic Skills asiesin^nts in reading and 

'^^'^mthematics that mght be planned for on the project and show relationship 
between job tasks and Basic ikilJ! needs wherever possible. 

11^ Help the student work with Basic Skills materials. 

12\ Coaiplete Student Ferformance ^views and discuss the student's evaluation of 
his or her site experiences. 

Ij. Cowiiel regularly with students about career plans # site experiences and 
so forth* 

14. Help fithe ERS BiM^ntain weekly contact (personal or telephone) with you* 
TO MONITOR STUDENT ATTENDANCE ■ 

1. Establish a regular weekJy schedule with the /tudant. 

2. Be sure that toe student reports his or her tinie schedule and any chanfes 
in it to the ERS. u 

3. .ilfeM STUDEMT WBSKLY Tim SLIPS to validate their accuracy* 

4. Deal with student attendance probliiffls as you would those of an employee* 



5. 



Maintain weekly contact with the EES* 



site UtiliMtiQn (Item 14) 



LEARNING VERSUS WORKING 

Hhatsvar the learolng pu^osa for student use of a lita, the 
ej^ioyAr 4n^truQtof mt^t undsritmnd two critical progfmm poliaiesi 

1, "itudent Lmmiming and Work For Pay" ' \ , 

2. "Stt^nt QnmLtm Froduetivity" 

Qiese palloies vara fa^nallzad aa writtan stataTOnts by (CM) 2 
baa^d of directors and prag^am staff and rsflaat a basic IBCE 
^nvlctloni tiiat IS^ studants afs in ^a pngraa to Isam, not 
to work* %at they laaro ^nugh ai^arienae on a^loyar and 
aossiunity sites does not g»m (a) that they should provide the 
amployar with goods ot ser^oas of flnanelal banafit now (b) that 
they should ba p^d for their learn uig tasks or aatlvitles. 

To proid.de eduoationally produotive aj^arienoas for studant, 
anployar instructors nust fully understand thase program polioias* 

a result, thay are is^rtant topics in IHS prebriefing of 
tiia anployar instruetor for any type of site usage. 



- \ CBOBS-mFEmNCES — - -- — ^ 

V , ^ 

For onm mu^loym^'s point of vimf on productivity and other mitm 
issues / see Appmndl^ O* \^ . 

Sme "CMrBB^ ExplorMtl^m ,^ Cunimlim s In&truotiQnf j ar morm 
idBam on ha^ to brimf mmploymr instourtors bmiorm stydant mrrivml 
onsiim* 

Appmn^x N oontains jfi^II Jtmp^oduatlon of both policy MtmtmmmtB 
regarding Imarning versi^ flnMnoiMl produativity m 



\ 
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EMPLOrm/COMMUNITr RESOURCES 



Monitor and record student site activities 



Th& mmny tMMks and rmBponsibilitims of the mmployer r&latlons 
Bpeaimlimts in supporting, "wmtahing ovmr" and redording Etud&rit 
ImMming arm outlined in thm ahronol^y on pagms 141^148. Bmfor& 
site usm hmgirm , an should rmvimw that task summryf togmthmr 
with smgtions of tte Curriaulum ^ InstruaMon handbook that 
offmr dmtmiled treatmnt of thm Em rolm as Mrmatly related to 
eaoh Imarning activity and planning and monitoring tmahnigum. 

As students go about thair learning act±%d,ties alongside adults 
woifking in the eonmimity, EMs mmt help both students and Els 
prevent students • hands on partioipation in site aotivities 
from becoming non-productive educationally and productive 
financially p (^^2 ERSs have found this relatively easy to do 
beeaufe of employer instructors' sincere desire to help students 
learn* fflie very few questions raised about enployers getting 
"free labor" from students were sinply the result of employer'^ 
mia understanding of which activities were worthwhile in a learning 
sense* Once reexamined, the activities were restructured to 
provide appropriate challenge to the student, 

E^^laining tiie program's sucoess in inplementing^the "no work" 
policies f (^)2's program administrator has observed, 

Employmrw arm fully briefed on what students are ^ 
supposed to be doing at thmir sites and the EES 
maintMins aonstant aontaat with tJiem while students 
are there Also students' time at the site is 
really quite ' struatured'"ti2Bir learning aativities 
have been negottated in detail before they ever cret 
to the site* Students have a lot of speaifia learning 
tasks to get done while they are there, all written 
aromd the instruational purposes of the site visit. 

So you see we make it pretty difficult for employers 
to inadvertently slip and invol^ students in 
commer^ally produative work. There are a very few 
who might try to get what they can from the student's 
participation but this happens very rarely and we 
can spot it right away^. 

Remett^er that each employer inBtructor comnits a lot 
of tim and energy ^^'io planning lear^ung objectives and 
aciUvitiss with the student and EM, So the employer 
instruator has a vested interest in the Instructional 
value purposes of the student's site experience* 
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site Utiligmtlon (Item 16) 




FTOvlda muntenance and faeAaek to en^loyar 
inStTOCtor during student i its visits 



To implammnt this stmp you will wmnt to rmvimi mi^ntmnAnam and 
fBm^aak tm^miqumm deMorlbed mmrlimx' in thim Mmatian (mem Xtem 
4p pmgm 119)* Bmlmr wm of£m^ momm pointm to kmmp in mind when 
working with Btudan^ mnd mmploymr instruatoa * 

* i, 

POINTS TO REMEMBER 

i 

TrMt Els As Profisslonals 

SpeGifically how an EBB interaats with w II to support student 
site learning will v§ue^ witii the situation and persanalities 
involved* (CT)2 ©apl©y^r relations ipeoialiits try to use good 
ooosiDn lenne in all their negotiations with individ'^1 EIs^ 
responding to their requests md needs in a pejrsenally appropriate 
way, I 

Rtnrlnd Els They'ri Important 

Dwing all EES site eontaots, employer instruotors should 
dontinually reminded how vital they are to the suoQess of the - 
program and tiie personal development of students with whom thay 
work« Banefl^er/ evetyone likes to know they are nee^d and 
appreeiated* 

Even Smirt Studeuts Aren*t ERSs 

Some students ow maintain ^e site tiieMel%*ek baleen IBS visits 
by ei^laining program details and letting the II know what is 
needed* Ihis is desirabJe to a oertain eirtent but should not 
replace regular site oont*ot by tiie ei^loyar relations speeialist* 



Ba Considerate When Scheduling 

Era arrangemnts for maintanwoe visits should take into aooount 
the employer instructor's job responsiiilitias. lha IRS ahou^d 
find out beforehand if «i emplpyar instructor prefers drop-in 
^aits or pres^hedulad ones^ and time set for the visLt should be 
at the eqployer's oonvanience* 
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What Do You Do Whan k\ EI Leaves? 

An enployer. ins truetor at an active site may leave the progran for 
various raaions^^job termination or transfer^ increase in workload 
and so forth. When this happens # EBS's broad "site maintenanee 
responsibilities will ewand to include recruiting and training a 
new EI for that particular learning site. 

Hopefully , the recruit tog will be sinplified by toe former EI or 
site contact person suggesting a co-worker who might be willing to 
take his or her place* In such cases toe new EI may already be 
familiar wito EBCT torough his or her job relationship wito toe 
original EI* 

In any event, toe BBS must make certain toat the new employer 
instructor ' j ' 

1* imderstands toe progr^ generally and toeyreasons 
for this student's visit specifically / 

2* knows how ^e or she can help the student wito' 
specific learning activities to be conpletad 
at toe site , / 

3* feels generally ready foy* toe new experience and 
is available when toe student arrives 

i 

If toe student is on an e^loration at toe site when an EI leaves, 
toe nature of explorations is low-key ed enough toat toere will be 
little problem^^so long as toe new persbn is formally identified 
to verify toe studant's aotind-ties and Exploration Padcage. On 
toe otoer hand* learning levels run for several weeks ^ allowing 
time for toa EM (and toe student* too, when appropriate) to 
orient toe new EI to toe role. 



Sltm Utlli motion (itmm I?) 




\ 

Share informatiQn wltii learning center based staff 



TO implmamnt thiM step you should rmylmw Iteim 4 and 5 of this 
BBation in whiQh rmawdkmBping fomnB and JnformAtion ghmrinq 
tB^mi^ms are dimmMsmd^ 



I 



Always it is ii^ortant^ that the employer re la t ions spa ai a 11 at 
be alert te the s^tle nuaDoea of student behavior and intermetions 
with adults and promote sharing of insights among all staff. %n 
this way, the EM oan truly sesire as the bridge be Ween site 
personnel and learning oenter staffs 
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APPENDiX A 



Occupational Clustering Systems: A Few Examples ^ 

.Some mystmm for gmuping sltms offBring student mKplormtion In 
Blttdl^ oamipAtionm jnay bm mdvmtagmQiw for dmrnariptivm purposms 
during sitm rmaruiamnt (smm Itmm S, prngms 19^22), At that tiimf 
thm mmplqymr rmlatioiw spmaialist mmy wimh to bm ablm to drm"^ on 
som mmthod far oluMtering siMlmr Immrnlng Mit&s togmther thm 
purpome of ^mimting a student to dhomm among tixmm bmform ^dsit^ng 
a site* Iftis olumtBring Mymtmm may be oo^lmtmly infomalf 
aDnmiMting mimply of grouping 'togmthmr jobs thmt fall in slmiiar 
interest armam^ or it may be bammd m one or mrm of thm more formal 
alumtaring symteBm MuggaBtrnd below^ 



Standjard Industrial Claistfiqation*! 
OQcupatlonal Clusters 

^ricul£urs# Fortstry and Fishing 
Hininf ■ 
Cons trtietion 

Manufae tiding ^ 
Elmatrtc, Gma and lanitary i^rviees 

Fijiance; Iniuranca and Real Ista^a 

Fublis lidminit '^ration 

None laJsifi able EitaJbliihinents 



U,S* Offici of Education 
Occupational Clustefi 

Af zl-buiinsii ud Natural Pesourcas 
B^inass and Office 
Comunication and Media 
Cons true tien 

Conatmr and Honiemiyclng Iducation 

Fine hrtm and Humanities 
Healtti 

KQipltaiity and Reereatloi;. 

Manufacturing and Diitributi. 

Karina iarvice 

torketlng ^d Dlatribution 

Farional Sarvieas 

Public* SarviGas ! 

Transportation 1 



Oregon Occupational Clustsri 

Accountijig and la^kaapinf 

Affriaulturo 

Cl#]fi€ai Ocdi^ations 

Cenitruotian 

Ble G t^i c i t y^fi la s tron i cs 

Food Sarviets 

Forest Produeti 

Haalth Ocoy^ations 

Industrial Machanic^ 

Miirkating . / 

Mgtali 

P^lia iervi^ Occi^ations 
St^no^Stsre tarial 



Dictionary of Occgpetional Title 
Occupational Cluiteri 

Profesiional^ ^chnieal and 

Mwagarial Occupations 
Clerical and iales Oceupatlone 
ierviGe Occt^pations 
Farroinfj fishing^ Forestry and 

^la^d Occi^ationi 
Pfocasiing Occupations 
^chinas Tradas Ooe^ationi 
Banchwork Occt^ationa 
Stnietural Work Occt^ations ) 
^^§call^eous Oocupationa 



SMPLOyER/COMMUNlTy RESOURCES 



iasie Skills Preicrip^ign Pad CiiJS* 
Csmpa^aneies Saeofd SilOO'^lOl* 
smploysr Ins cryctor ftapore Si 94* 
^ rndivlduai Student aoaks SiiOi-lOfi 
Laarning Site 'jeili^aiion 5:106-107* 
Liiai^ing Jeyla Self^AJitgis^ent S:l2l- 

Li^e\ Skills Frajaet Record S 196^^97* 

fiaaeer .^cord Book ii95 

Pro^een Evalaaiion 3il24-L2fi* 

Hecui c^f Student Parfoman<^e S:i]-66, 

iign tfi/Cut Sheet S:«8-S9* 

Skii; DevmlQpm^rit Moord SilQ8^109* 

3GUde.it 4nd Smplcyer InguructOr 

Cofitracl S: 92-9 3* 
icuden^ Appii,-4eiQf^ gio9*^75» 
SttUdiP^ £v#iu^eien of Laarning Site 

saie-iii* 

Student Sxperiancs Record SilQ2^i04* 
Studant infortiation Card i:127-l29* 
Student rerfOEmnc© Ravigw 3:lli^llj* 
' -^'^ Student .Prof i la Si 98-99* 

Studeni Statu.^ Soard Si 114- 115* 
Student Trans par tac ion Agreemgn^ S : ?i- 

Student TranspQriaci'Pn Qptisns 3:d0-ai* 
Student Triniportaiion ^ute S: 84-11* 
frajis porta t ion RaiEtoiirsenieRt Baquegt 

f 186*87* ' 
Transportation Request 3i32-a3» 
W^Qkly Time Report 3i90^91^ 
aone Debriftfing SiL10-ll^» 

ss^ iiso Ins truL-ti on^ 1 - etriais 
STUDIfiT OOVlHflf^iT M:159, 179 
STUDEJiT HANDBecn 20, 197-2-iL 

STUDENT JOUmiALS Ci 411-452 

Saiic Sktlla Ci416\ 

Defined Ci411, 415-411^ 

^Spandinf to joiOTaii 420=424, 4 3Q 

Role 3«nsiWY C:414 

Student Jau^ai Guida Ci43S-4S2 

fimplbyar aemir^ri Ci4S5-474 
,^onthly ^ta'^f/SEudent Hi ISO 
small group giir^e^is? 



STUDEIff RiCORDG 3:41-135 

(<S)2 ayitim S:5J-sa, 6S«66 
^nfldentiality Sir? 7-68 
Foots deacriptioni iiSf-lJl 
Infomatlon needs ii 45^49 
Inforaation sources 5:30-51 
Biperting Si 132-135 
Staff roles SiS9-62 
, Storage SiSS-5S 

see aiso a^^n^ialf Studsnt forms 

ITODEHT StLECTlON Si23-26 

Eligibility orit^ria Si7-10, 23-24 
Hid-year additiona ii26 
Motif ication Si 35-26 
Staff roliJ Sill 
Tisiet^le Si 14 

SUPPOCT STAFF 

(Cg)2 posicidn descriptions Mi5i-S7 
oriuncation to program Mia2-83 
^yiliffiGatJLons Hi%4 
ft^^ponaibilititi MiljJr SiSI-il^ 
J69-270 

Bo^ al#o PmrMOrm^l 
TA^ FOHCfiS Hilii-169* ' 
THAHSCRlFtS, see Crsdmntikl 
TKANSFEF to£ studenta) 

TRAHSPx :tQH M:l2f-135 

^lUr^sn Milli-iiS, 132 
L^a^ing purpdses CilJ4 
Parent approval Hi 131 
Plaiininf EilS=17; Mi97, 129-130 
laJTple formi Miljl-lJi? 3^78-8^ 
Student optieni m. :1-135 
Van driver Hi 37, 1^. 134 ' 

M&m also .%im^ursementj 
TVfOm Ci25a, 508-510 

Tutor Service Agreement Ms 73* 
UNIONS 

Concerns fii39; Mil44-l4S, ISS-lli ■ 
Froduetivity {ESOE policy) EilO, 163* 

273*276 
Hesruieing Ei 191-194 

ZOm DESMEFINGS Ci#7-€8*r S:i77, 180-181 ^ 

ZOm PBOGftSSS MEETINGS Ci 66 J S 1 177-179^ 
^ne Progrtsa Planning Sheet Si 178* - 

ZO^S (scHi^l year) , see Acnloh tonQM 



Thm irfde^ imliddsm r^f^frenats to all taar EBCS hMndb^kB} page nuitttcrw ar# prsa^ded by 
*ffoll^ing a nm^r) intfieaees smplB form, iiJui/traeion/ display or flmf ch^rt 



SOiOQL ACTIVlTlgi MSOGA^OK Mi 192 



IftfQMaeien nes^ Hi 10 3, 172^173 
initial CQne^ct Mif 

iSfOOL BISTOCT COOPERATiaH 

□radystion S 1 37^ 3S 
Pwoqtam adoption H?7^f 
Program ap^^aUon Hi3a-3f, 173-174, 
23S^24i 

itudsne reerui^Ant SilS^li 
iftudent trans far Si5i-3€ 

SCIIN^ (fdfe Skills area) 

OCl approach 0:173-571 

Learning o^jectiygs C:573 

Prejeec (saiBpUi!) Ci577-5ai, i21-€27 

SELF-DlRfCTED SKARai Cill6, 145, 640-641 

giTi rom^ 

file I:47-4i* 
Careifieata oi par UcipaEion MUSS 
Cumulativt folderi li47-48 
Employar eard S:SO*, 126* 
Employer InformaUsn Padcet Ei 175-181* 
Sspleysr Instriietor Report {post eardj 

Sil2f*i 3i|4« 
Smploytr relations spaoialiss f\ot@boak 

E:4f, 125-I2i, 130-131 
Indamnitfy C©v«nane 1:43, 47 1 131*; 

HillS-llS, Ui* 
Learning Slit Analysis Farm CiS9i-il6*; 

li249-2i!i«, 213-2f€* 
Laa^inf Siee Utiliracien S?10i^l07* 
Latter of Intent E:3i-36, 45, 47, 179*; 

M:lii-ll6, iia* 
Maintanance Visit ffacord Eil27*i ^ 

3i 130-131* ' 
Studant and in^loyaf Instruo^r { 

Qonwct E1I2I-I29*; Sif2-91* 
Student EvaluaiiO) o£ Laaming Site 

SUlO-lll** ! 
itudant IdiniAfioatien Plaeard Cil3£* i 
itudsnt information Card lil30^131*i i 

0:127-121* , . ; 



SITE PLA^miT PRSCEDURiS (it^iants 

Cil22-12 



-152 1 

Ci j02^ 



Garstr exploratit^ns 

B:142-143 
Laaming/ikill buil^rig levels 

313-311? Eil4<-14ff : 
Sp^eial pUcenmnts Ciill, 260 1 £il4a^ 
149 



Oafinad Cil05-103* 

1^ ^ronology 6:140-149 

Employer instructor rolt E:llf'^l20. 

1S9-163 
Evaluation E 5 131-139 
Fo™ Eil26-131 

Information gharinf Eill7, 122-123, 

134-1 36, 167 
Laaming productivity fiil40. Ii3-164, 

273-276 

Laajming Sitt Analysis Form E:112-11S, 

154-151, 143-271*, 281-296 
Hatari^als Eil37 

Pa^t#ay to En^loyar Sit« Learning 

Bi 206-20 7* 
Faoori^aepinf Eil25^^l33, 141-149, 1S4 
Staff rol€S E:110-U1 
Studan^ plaoeaent £^50-153, 156-118 
itudant progress SU64 
S^^rt to taployer instructors E;li9-^ 

124, 165-166 

[nMttua^ot f U^arning Z^vslSi LaMi'niny 
Bi^m Ai^MlyMiM Form, &ins forsB, Sits 
Pimm&mnt PrQ^dursp, ^kill BuilMnw 

iKIlJj BUILDIHC LBVELa C:277-27S* 285 

Staff roles Cj280 / 

Mlso Employ BJt Instruo^ot^^ $it& 
Utilisation / 

SPIRAL PLA^,^ffiNTi Cilll, 2^0 

STAFF ROLES, smm Administr^tQ^, Employmr 
Relations Spmai^listt Lm^ning 
Msnsgmri LsAj^rUng Bssawtcs 
Sp^^imliMti Studmnt Qs^tdinstop 



1/ 

STArt DgPARTHENT OF EDUCATIQH 
Approval Hi 34 

Information needs Miltlj Si4i 
Hequirements Hi27-29 

iTUboff ACCOUNTABjjLilY SySTO*, j## 
AaaoimtsMility 

S'njDEHT TORDINATOR 

Aasess^nt role Cii4^ 62-64 

position description MsSS 
Ouidanee 3:150-151, 178-179 

Ufieaticns ^f61^^3 
^cc^rdk(ieping SiCO« 110 
Stt^ent orientatifjn ii27 
Student recruionent/selaction Sill, 
18, 22 

l^ans fer/graduation S : 31- 38 
faontii twd) 



fhm in^M LnQludms r@/#r@nces sll four SBCS hM^ookSf page niMb&rs are pCSQedmd by 
the tQllmAng \^oe^/ 



M ^ M utMS^mmn t s Organi ^ ^ ti on 



* ( toilowiiw a nmt^r) indiaMtss $mmplm form, iJiuscraeion , display or tlow gflart 

i 
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EMPWYkWCOMMUNITr RESOURCES 



?RO0UCtI\^Ty (studens omitm) (mn^inmd) 

PROGRAM DAY, sm^ Schedal&g 
PmC^AM CHTO/EXIT S H-Ji 

Sfeudtnt Application S i 7Q^7S 

see Jijo ^G^sduMtioni Orisntrntion 
(student) f Rm^^uimsnt (Mcu^n^) , 
Studsnc Selection i Tr^rmfm^ 

PMJECTS C lis©- 274 

i^noiAtad torn C:i27-|2i 
3Asi^ Skills Ci2^6, 2il-lS5 

SHiplsytr/ea^uniEy siies C:210^2l2, 245 

tndividuail/ n«goviaE«d prejegti C:ii7 
LiaJTiing siar.agar jole Cr 205-^206 
Lif^Skills Cr242, il9-SS6 
rJ#gscia^ian guid«lin«s Ci234 
PfedMignad pre j aces C:itfi 
P j ae 1 ri Ei nf Guila - - G i ill^Ta 2 
Stydens letpi eq fellow Ci 22^^25 i 

see Craaeiwi OawaiQpma/ifc^ Crieicai 

thinking f FmQzion^l Qltimn^hip > 
Lamming $1^ AnAlysiM F^mf Li£^ 
SkillMt P^tMsnAl/SociMi ^1 option ti 
&d^ncm ■ 

R.^CORD Of STUDENT ^ERFOPJ^CR, #ee 
Crmdmnti^l 

Caraar aj^lsrations Ci 131-132 
Qowmmit'/ ar^nt&Qts Ms 115 
Camp«£an^i#s Ci 349 

Employtr inst^.i-^'^eor davalopnieni EiSO^ 
ii 

^yidanea 5!l77"iai 

Laarning litas^ Ci 301-304 1 £M7-iO, 

I2l-li3, 141-149^ li4 
PrejactM Of215 
igudant journals Oi42S 

s## aiao 8\minss§ ^mrm^ pi 1ms f SIm 
Fmms, Siu^ne tormt Saudene 

HECRyiT?*^Kf (si£a) «i3-60 

Adding sitei ^nagi^fH Si@*^ 54^60 
iita li«« gaS3^190 



Conci^s/qufistiQns Ei 39^40 
Defined f.ij-i 

Diitance/feiM ristfictiona Ei 16-18* 

Sj^loytr Inferaatien Facket 175-111 

Idantiflyinf aieei Eii2*S7 

In^ntivei li23-25, 173-174 

Ir.dssBiity Covmnmt Si4S, 47^ 111* 

Initial coneact £i 26-29 

Interview Ei30-38* Sfl 

La£te^ Of Intent Ei3i-36, 4S, 47, 179 

Materials Ei37, 4i-4fi, 171-179 ' 

^eerciiaaping Ii47-SO 

Saapla recimtinf Ittteff Ii2S* 

Selection criteria 41-44 

Staf£ roles l:l3-li 

Student sita nee^ Eil9-22V 14-11 

^CHUIl^Wr (ntaff) Mi€5-6i 

RECftOlT?ffiNT (student) ii7-2Z* 160 

Application f^pn Si 12-13, 70-75 
Parenti Hiisa) li20-22 
F resan taeions HslaJi Si 17-19, 21, 160 
^ ichoel ^strict approval Srl5-li 
Selection criteria ii7-i 
ataff roles Sill* ISO 
Target audienee S:9 
Timetl^lei Si 14 

s## also f tu^enC Selectim - 

Soard stipend Msf9 
Business eicpensas M: 109-110 
. loployer ins true tor davalopffiant E:23- 

25* fiOl Mif9 
Mileage * students Hi 134-131 ^ 
Staff salaries M; 72-73 
Student learner vs. earner Eiie3, 271- 

276 ^ " ^/ 

TUtsn Hi 77 

mpowmy^,_____ ^ — " ! 

rinancial Mil03, 106 ' 

Pafent Cifii-70; Kil81-182? ijl33-134 

Mem aJso Ini-ormtiQn (MtudsntJ 
REfFEAT, STUDEWT/STAfT li 162-165 
SC, sea Student CoorrU viator 
SOS* see SQlf^Diemct§d S^Mimh 

SCHEDULES 

Daily pragrafli hours Hi 76 
Prograffl yiar Mi 71-76 
Staff isaiftpli weeks) |4i26l-2f^^7 
V^ar-round sch^l Hi 71 



7hm indmtt inelu^a tmf^^nmM to .lii four SBCS hMndbeokMi p^qm hwnt^rs era pracpded ty 

^ * Gu^r i^ Im S jVararygeion m ^ Hsn^gmmgnt i Organization 

* f follawiiiq J nwF^r/ indlastQS MAmpla fom, illi^croz ion, display ur £lf^ c/iarc 



se& ^iMC Ac^untMbility i Earning Plan 

OSJlCTt^lS, ?TOGSAM (program ©um^a^ 
fOiia) Ci 14-16 

gMKlfAKQN (Staff) Msil-8i, 169-273 



OftISHTA™K tstudant) 



Cif2i Si27-3i, 



carter tJ^loratisns Cil37-13a " 
C©ap«feeno4es CijSO-Jil 

EAplayejf seminar's Ci470 

Lsarning lavala Ci 307-511 
t^arninf risoursis Ci 4^-490 
Hid-ytar Qfieniation Si 34 

Reoriintation worJcshops ii34 
Sas^la af«kAdaJ S:31»32« 143-263 
Skill buildinf .€vels eUP7-311 
Siaff roles^ Si2?. ISQ-lil 
Siuditnt HaniQO>r. Si 21, 197-241, 246 
ieudenm jou^als Ci 426-428 

PASIHT I.sfVOU'il^NT 

Advlsofv grQUp Hi 35* 163 

d'jLj.djmGB Si 174, 183-111 

Pajrenfe Nifht MjISI 

Pref^ia planninf Hi 17-20* 22* 12S 

Soeial activities M:liO-}J2 

i£ydttnt aGeountafailifty C?8S, 86, 30=^9 1- 

3:173-174 
SEudsnt laarning plafia CiiO 
Studsnt rac^ui E^nt Hi 183: S: 20-22 
Task forces Hiifii 

59^ ^IsQ Pmrsnt Rmporning 



^ii33-134 



Ct*?9-70^ M;lSl'ia2i 



PlMCNAL/iOClMt DEViLOF.^T (Life SkilU 
#rea) 

ElQg ap^rQ4g!l CiS^6-IS8 

PrQjs^tt (s^l;s) CiiOO-lOS, S59-S72 

PEMOHNEL Mi43-88 
Canfercse^ Mi 75-77 



cost considaraEiofts /:^-77* 96-97 
Cfii-aria for lelaation M'Sl-64 
Nuffibar ns^i^d Niia-€0 
l^srfGs&anQt tivisw MiS^-aS* 
Plawiinf Mi4T-49. 253-260 
feert^^enft ?liS5-69 
Salaries Mi 72-73 

Seatf ^v^lQpsient M:81-8i, 269-273 

Staf^ ^Qles Mi48-S7 

itfiffing yastpri^ H. 47=49, 213-260 

I^M^rk Hi7f-81 

tutir Service Ags^fis^nt Ms 7f • 

Wcritinf eondifeiong Mi 73 ^76 

MMnm^srt L^d^niny Resour^ 
SpeeiJlist, Stud&nt CoojtdinatQr , 
Support S^aff 

PLANNING (progf^) Mi 3-4Q 

Approval Ml 33-34 
ludfet M:29* 3i, 9S-102 
QirenolQfy MilO-ll*, IS-IS 
Co^imity support Hi 15-2 3 
Coar^n4EOf Mil3-14 
Fw«y,ng Ms 29-30 

^vtnianca Mi25-;-'i>, 15-39, 197-201 
Planning frsu^ Mill, 17^20 
Pslic^y^ing Hi40, 243-151 
S(iiool district coops riitian Mi 7-9 
Stata requiriffleRts ML27-28i, 203-221 
Suieabiliey to diatrict Hi 7-8 

Mmm alMO Car'^imity Rel^tdos^g Fsailiti^ , 
Psrsomi^l i Transput tMUion 

Pt.AMNniC AND JiOHITORlNG (Studtfit Isarning) , 

9£^J4FTHG CmW Cpread^ption) 
FmtvV M:15, 17, 1^ 

Ms i<Mr^>hlp Mi 17-Ii 

Adviiory freup M: 31-36 
iCB)2 board of diragCori Hi 36 
{02)2 bylaws Hi223-233 
iCt) 2 polieiis sumary Mi243-251 
L#gai isiUis Mi27-7;a# 203-221 
Operating prtcedures Mii5-4Q, 23S-?'^2 
Ofganizaelorial altem&tii'^a M^25 26, 
^ 197-201 

wae ?!' 7ov#rjia/ics# Planning 

PPKSCMPTION. set Learmnf t'fm 04qI 
Laa^ing Plan tisgstiami-n 



PRODUCTIVX'IV {sturte-. 



Thm indej^ itialm^s fi?/#r*/»cs^ cc. yii four fJCf. 
Lh& fpi lowing &jda i 



handbooks; pAqe niiintmrs mrm prmamdmd 
S * Studgfj£ Sarviam^ 



fiJilQwing a nu%ijberJ indicate.? ^a^nple forn, iJimcraciDn, display or flow jAart 
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EMPLOYER/COmtmiTY mSOURCSS 



\ 

Crtciaal yyj^Lnf CiS31 
Defined Ci9 

ft^^^€n&l eitlianiiiip Cii43 
€5S-€€0 

PmMsm&iJscmi^ davslspaent CiilS 

i^idn€« CiS73 
I^lMfQia PAIS, CTffi Ci6*i Eif» 
LSWIIHa FOH Of^S Gi44-4S, 2S4| SilS3- 

LiA^iHG Ptm mom^Tim c 139-102 

Action zdnas ^101^14 
Ms ts4Mnt/« valuation Ci 45^46 
CQnf««ne«l Ci§S-5§, 233-234 
Defined e; 39-40. iJ 

Info£sati^ sha^in^ Ci66-71 

InttgiratiQfi C:4/ 

Kay itfips Cif^-lOO 

Lgamdjif plan syelfl €i44 

Lau^ijig Sits Analysin F^^s C4?2-7i 

^tms ^iptisn n > 46 

Cdmpatanei wp Ci 33S 
Qty.dahce Si ISO . 

Ptoimmtm C;2Qf, 219-219 
Qualifications M;^I»€3 
Fjtfeor:^ leping 3:60 
l^tsrklQ^d HidQ, 266 

LEAmTmO msom^^ Ci477-Sli 

Ba9i€ liSgs^ia^l Ci49l^4&i 
Bib lisgirsphy €164 3^5 B 3 
Sei^mi^ Ci499*S02 
D*£in#d Ct477, 4il'4g2 
fiplgytr sitmn Cj4f4-491 
Iqiiipmeftft C'50S-i07 
Fagilir/ raquiramnts Mil21, 123 
S^dfin^ riiourss usas c^4i2-493* 



LEADING SITO (defined) Bil9 

LeMNiNG SITE AMAI^YSI^ FQRH 

Esployar iflStoiete^ s^la lilI2-llS 
E^loyer ralatidna spQcialiir. rale 

L^aininf levels Ci 303 -301, 32Q-^J21 
Laaroing objectives Ci236-*241j iSS* 
960 

Prfeedures Ci7a-75», 313-214| li33-34« 
' 112-118, 154-111 
Sa^la fsfa/leacnin? objae^vai/ 
pTO^eCta Ci^fi-€37| ii281-30S 
S^s^le intarview li243-271 

^JU^^Q BWATEQZES, Sa# C^rsmr 

Expimrm ti ons , CQmps tmn^ ^ i Smploymr 

SMll Building LsvmlM, Studsnt 
JoyxTiais 

I^GAL ISSU^ H:37-28, 203-221 

sem Also ^f^MurAnaSf TrMispQrtmtiQn 

t^Vrm OF iNTOiT S;35-36, 41, 47; MillS- 

lis 

Saaplas EiXi^i H:11S 

LIMG^Tf i smm 4 ranee f Lm^mi Xsmvsm 
Tr^m pmrts ti qp 

AsseiSBant/^valyattG' Cj^0~22, 2ii-^27Q 

Deliver C 2' ' 
EBCE appTSir^ LS-2C 
Ints^ratipn 
Prescription j ^ H'^.??* 
Project, focus Ci242 

crnvsloymnn, wrici^ai ThirUcinw, 
Functional CJ ti^enship, Pwr&Qi^l/ 
Soaial Omv^iCfpmntf Projea^, 

. LIFE SKILLS SBJECTlVli , S## Csm^tmnaiBS , 
CtBmtivm Dm\mlQpwmnti Critical 
Thinking f Fanationsl Qitizmnxhiyf 
Personal /SQsidJ, Davmlopmiitg Malsnca 

H^AGHraTi smm AdminiMtrmtsr, Cusinsss 

H3i«ittfl^# Instructional Matmr^^UMi 
^a^fUng f^soUross / Si 53 Forim w 
Studmn^ Fomrm 

f^GOTl^tZOH Cstudan^) ^i43i iil54 
fcontdntmd) 



thm following ^Ddmi 

C * CyifigtUyg?^ s ins^mazipri - ffsnAmmn g J 0ms ni m ti qb 

S » gfflgj^afZCg^^Jjry £^ R^Mourcss ^ * Studant S^ryl eys_ 

* t iollowing a nmhtmT) india^tsm Si^mple fo^, illustratiant display or Ho*f ^hart 



Xndmx 



mzmsm (matinmd> 
mfmmt^ Si IS? 

iaftll group meeting Silii^li?* 
Zmt\3 Mricfing saaO-ISl 



Sv^i^pM3&# iif«f@eis£i€^# 0£l«Rtati@n 

I 



§4lSis Hz US 

COT 2 mymsm^ Milli-llf 
aplsya* protp^. ,Qfi Mi 111*116 
IndsAity OQ*m M li45r 47« lSI*t 

MillS-lli, UJ* 
itata Aseidaiit fAsurftn^ 7i3i€ Mi 115^ 

lli 



iHB^ffifiTr myms^ ii4S# 47 1 Mziis^iii 

Ikills siatari£ls) Ci^, 2i3 
Audiencs nkm^ 1:47^49 



Formit Sttjdmnt Bmaow^ 



Studsnt 



Sap 4c 11a mmli^9mmmBmmM e^^elses 

^j^loraeic^s FaAaga Cil69^1S6 
Individualiaad immm^n^ fof Adul^a 

(easia ikilii) C$2Q, iia 
. Fradasignad pr^jaot iai^las Cii2S^S30j 
53i-i4l* 147-513 r^ft-S 72, 177*^86 
Project Writing. Sui^ Ci229-i33 
gtydan^ i: 197^241 

\ ^ .^feydsnt joiirnal Guida Ci43S^4S2 

I^JSTmJCtlCilM* SfAFF* saa AminiMtxmtor , 

Ls&^ning Md/mfSFt L^'^^'rUsf BesouJt^ 
3pii^.%LiMtf Studmpt C^fdi/ia^or 

Skill mUXding r^vmU, h'p^l.kl 
^iMQ^mntSf Swudmnt JouMnmlM 

(^nt^nuid) 



Mklll Buildi^ L^VWlM 
jQumkhf saa seudani Joy^mla 
LMr Jaa Sa^ninf' Manawa^ 
XM, aaa ^aa^TU/i? Haasuraa &pm^MllMt 
IMt^f /a#a £aar?3i^ ^iia AamXysis fona 



tABORf aaa l^uoas 

tmrnmo t^mtM ei 277-32? 

Dafyiad C;277^27S, 283^285 
BipJ^ya^ inatirugts^ ^haakliat C^312 
fraja€tt 291^292 
Jita sai«€€i^ €i 313*314 
ikill da^lQpoaiim 0^290 
itaff r^las ei2S0* 296*297 
itudas^ fiva^uamian af Ima^iM^ Slta^ 
di2f4 

Stiuianm Parfafsanea Asviaw Ci 292^293 
itudant dtsps to foll^ 01310^311, 
316-3^7* 

saa JiJw: Emplmy%i inm^uatoSi Sitm 
U^li^mtion 

(Ci)^ p@ai^ion daicrlption Mti2 
Ca^eair a^laratiens Cil27 
^^Isyar iesinars Ci4iO 
doidMnee iiliO 
taarnlntf la^'^la C^29" 
PEQjaetil :U2QB-'2Q^ 
Q\^lLtiQMmtm Hi €1^63 
l^^r^aaping isSM, 27Q 
Skill buiioinf l^vals ^i;^97 

^rNlQ^d MtSP, 364 
Jaa aiir^ Pai^d^ei 



'(tolIawAng a nw^ff) indimtmm MMmplm inm, LllmtsatlQiif MMpim^ or (1^ ^a^t 
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SMPLQYEa SEMI^IABS 453-474 

CaHtfnuniCy Lnvolv^i?«nc C:aai, 466 
iafined Ci45S, 4S^ 
Ci472-47J 
Seaff rales Gi460 
TOpif-s CU62-46S 

SMPLC¥fiR ^IT^ idefined) £iL9 

Commynity relationi effectiveness 

Hail 

Sinpioytr fae^ack Siar*=a4, LQO-lQl, 

Salployar ingtruetor glfeciiviness 

Questidnnair'*s v' ; parttieipant 

f ea libaek M ^ I TU - v 7 1 
S£aff effectiveness ?«ii7=sS 

iasig Ski] li C: 3C 
Career Seveiapmen^ C:34 
Ejcplaratian Faekage Csl65 
L#a^ninf/ski.li boLidinf levels C:292^ 

Lj.fe iki;as/proiests Ci22, 266-270 
SeudenC Performnca Review 0*292-29 3 

see aljD ^s.^a#s,'na/7e> Lmmtnin^ Pl^n 

SXFLORATICN PAC.^CE' ^sample J .Cil6f-lS6 

Ejtpiaxned C: 119-121 
' Sample Cs 169- 136 

iree Slsn CJire^r SjepIoratiQns 
SXTPACUHWCUt^R AiJTlVlTlSS Mi 192^ S ■ 110 
FACILITY 

fOT)| r .Qft^Un C?4a7*; M:1^^"L2S^ 
Chgasin^ laeation Mil24-L2>.. ISO, 201 
Kealfth/safeeM .^:12D 

Fui^ses ej-:>s. 

Ins cfUi'tional mi\t«fial^ Ci4?<1, 503-5(14 
Cfttee reeuff^ fiail-ll^ 
Stjdeni ^Bcordi Si 

fO?;iS (lijnta!'4ry Df (GE3 ^1 Mi 114 



' 21-123 

<ti2i-ii^ 



FORMS {continu^} 

FWICTIONAL ClTiaiNSHIF (Lift Skillg area) 

SICE appraaA C:544-i45 
Learning ebjectivts C;543 
PffOjeat (idinpie; C:547-5S3 

Ft^JDlNG Mi2f=30 

GOALS (pr^rara Qutf?ninai) C:14-16 

smm slso Learning Otjeatrlvss , Lt.Arnlng 

GOVERHAN^ Mi 25-40 

Advisary g«up M;35 

bylaws Mi223-333 

Consortia K:36 

CorpQratiQn Mf36"37 

^lationship district M: 38-39 , 

231-242 
Sehoal board Mf3S 
Saparaca board of directsn Mi 36 

sm^ mI&o Planning i PQli^mMkinf 

GRADUATION 

Diplajsa S: 37^38 

Early coBipletion Si 37=38 

Lata conpleeisn S : 3S 

Rflcprd of itudant Ferfomance JiST'^ia 

273* . 

/ 

GRCUF ACTlVlTlEi 

B^loyer itminars Ci 451^474 
Meeting, iCUdant/etaf f HilOT; Sil66- 
167 

^trsit, 4E\idenC/yt:af f MiieO^ Sil62- 
goci < % c t i vi Ei e f M 1 1 80 - 1 i I 

GUlDAN^re Si 139-194 

rtct^,dn zc?nai Si 1^1-172 

Aaul!; roles Sjl46-lf2, ISP*" 

(CE)2 e3Wpi-*i S:i4i-^14f, . 171- 

i^lp 18fi, ^90-194 
CoiHEyjiity e3cp^c*.atlong ii.1^1^144*# 

ISS 

Conf^gance^ .S'l?2-1?4* IB'hlM 
Defined Sa39-140> 143 
L^^mlmi plan cycl^ Si 153-156 
^lagotiatiQfi Si 114, 1S7 
Parent r^ip S i ! 74 . 113-186 
f^cordc^' \q ^ a '7-182* 



* f'^Uowinq J flyifi^r; i/irfieac#f samp is (ormt iilu^crationt diMpl^g or flmf ertare 
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3e fined C: 331 , 3 35-337 

Develeping ^^^tencies C:j3f^34l« 

Listed Ci34i* 

Raaa^eas Ci347 . 401-403, 312-513 
Seaff r^lts C:334*, 338 
HEudent Iteps e© follsN G; 311*352* 
iE'jdane ^rktospk C: 359^40? 

a3MFfTOiC5f mmiwtm ci34S-34i», Sii-si2 

COHPBEHEIISIVE TEST OF BASie SKILLS Ci27, 
00 FPG RATION* ses aover/iancg 

CREATIVE DIVlLOP?ffiNT fLife Skill* areaj 

El(^ ipprqicn 4'; 121-522 
Learning objectives Cilli 

ClSD^TlAL (iludent) 

(C£)2 M^itd of Seudent Farfo^ance 

Csa^leJ Si2iS-2?7 
fermaC! irai-ii 

€radas/€f«€iLti SiS3-64^ 292-29 3* 

FFSfram complteion S-37, 269 

?y^S«s iii3, 134-13S 

Ssviiw S;ii, 303^307 

BL^fi reUs 1136-31/ aif-2 71 

Sf^udftnE inll^^uctions Si 133, 2fS-30i 

ses Also Sratfyaeian, fransfar 

CRITICAL THIIIKING (Life Skills area) 

Career ej^lotation proceifJ Cill3* 
££<3 apsrQach 0? 5 31-5 32 
Learning abj^ctivei Ci531* 
Fro^se^ (s^ple) f^'ilSi-iai 
FrojecE writing C:229 
'-%p-up actiVL^ies 0:271-272* 

CU^CULyM C : 3- 36 

Sasia def L.niEioVis Ci7-13 
EBCS Laajfning Path \iit* 
Qufredflie foais Cil4-Li 
Pyjyoies Ci3 4 

Sasl'^ hkillMi Career 
C'QmpB I'f /i i'i e f , SmplQfjw ' S'e/i^i ji Jrs # 

Student JauinMl& 



DIPLOMA S:3T-5f 

OISCIPLIHE, Me^ Asaount^ility 

Elf sae ff^pioyer rnfcructer 

S^, Mem ^mplot^mr BmlAtions Sp#»eialisc 

^arui ^mnt (si t^) 

II^LOYIR INSTRUCTOR 

Career exploration Cil39, 112-114 1 
Si 160* 

OefiRed Eil2, 31-32. 35, 42-44 
learning and skill buildinf levels 

C:M8, 312, 318-311, 322-326? Eil62* 
Project evaluation C<266 
Qu^li fixations £^43-44 
Responjibilities Eilii^l62r S%^2 

ss^ ai^o ^mpioy#r Itwn^u^^r 
Sits Uti Lim^tiQn 

E^WimL IMSTROCTOR OE^LOFf^T Ei63-102 

Audience S:78-*79 
Conduesing seisiona S:66** 99* 
Oefintd E163-66 
Svaluaeion Ej 43-44 
, \ Fee^ack from e^loyef^ E;*i2*-S4j 100- 

101, 21S-221 
^ee^adl ieiaion £: 76-77, 92, 235-242 
invitations S j95-96* 
.^teriali Eif8, 20S-213 
yrientation seision & ? 7S * fl, 195-200 
^'Usstiofis Ei answers li 75-76, 91-12* 

223-221 
Re^rdkeeping EiiO-il 
^iatourtemenE Si2 3=2S, 80 
Sas^le aftndas Ei#l-f2* 
Scheduling S if 3-14 
Staff colJi ^i64, 69-70, 85-86 
Training :.iedi 6 = 71 = 73*, 17-89, 

204 

Training -ifioh Ei76, 12, 229-234 

EMFWVER MLATIONS SIPEJIALIST 

Aiseism«n€ rol^ C*33f 56, 63-64 
(C£)| position deictfiptAofi Mi 5 3 
Career a^lsraEions C1II6 
listployor instruqtof dovelopment E:G9 
Guidan^ Si 150 

Learning and skill buildAng levels 
C.a96 

^^^wlilieaeions Hf6i^^i3 

^oof dk^epin^ S 1 59^^60 

Sitfe r«crTiitir.ant £^13-15 

bite utilisation EillO-Ul, 141-149 

Workload Fili-^O, 2Si 

smm Also P&tBQtin^l 



^■:S >nd(i'^ in?,'yd r eo fmrsnCQS dU t'eyr EBCE h^^J^oaksi pA^e nimt^es ^re preceded by 



S 3 Student S^rvicmA 



' foilowing a .ruimsr} indicaCes jafl!pJ# fonn, illustrmtiant displAy ae flow ahsrt 
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\=i^l'.l,.*:s\f' r 'isifii Lip ley iQfi- 

. Ln4nei4i f^yor^i Mil03*los 
Fiscal agenc Mil)^ 

^ndeemAtv 'Dveninc MillS-116, 119* 
Letter Qf rritanE MillS-llS, LIS* 

;T35 * see Campe^n^ns ivfi T'^sc er Sdsi c 
^ A 4 ^ — ^ 

421-42: 

JAreer Infor^&£i,sn iyseam Cills* 141* 
£SCS apprQAch 31 

Learning 90 ^§c^ivts/de livery hniques 
C:Sa7-S94 

Salf-Dtr^c^gd Jearcn C:i:ii% 14S* q40- 
441 

also Career f .^pierjeion^, EmpLaymr 
Seminars ^ i^drrunf Lavmisi Site 



CAREEF. i^LORATIOfiS CaOS-liS 

Career counieliaq C:i4S-iS0, lli»lia 
/ Dafinad caOS, 111-115 

S^layer Ins'^ruetQr d\eekliit C:l3f 
Exploracion ?icica<jt (iastpla} C;l69^iee^ 

Pro^jSQt activities CilSS 

Sice feleg^iofi C7i4'ii i4i 

a^ff rqles CilDg*, I2i^i27| Ei 142-143 

StuJent ;St:epi CO fallow Cil41-142. 144» 

Jff^ also SmpiQy^p ^nJtr»icc©r,\fi e# 
^=r££S SNFaE>iaTieN SYSmM CiU6, 14S , 



CLUBm^ ( joe I 
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H'l46i S:6S. 292*293*, 304 

mtmmtCATlOtm Cpregraa) 

Board of direutors M?!.7:-L73 
CoB^unity groups M:l6i. 186, iSt 
Distries Ceachar^ Mi 17^^177, 279 
Ss^loyera H;144-145, Ii4-Lli; Sa34 
□ Eher tdu^jacion pToqrmm Miiafi, 190- 
112 

Paronts M:146-147, 110*133/ 3:133-134 
%(^,qqL diiCrie^ M!lT3^l74i S:134 
Seaff Hfl^S; Biin 

SfeaEe department of edu^acion Mi ^7, 
34, lyi 

Seatg rtguiacg^ boards HsiSi* 
Students Mfiii, 179-lSG, lS3f Si 132-13 
Unions Mi 144-^145* 116-1S3 
Visitors M:16i 

Qrie.^tmtiQn (SnM£f} , Ori#n£acisn 
(s^ud&nt) i Parent Heporei/if ^ 
Rearm tnmnt r^it^) , Rmcrmtment 

^mmiTY ^LATIQNS M: 139-19 3 

Cstmmxty input Hii68-I7l 
Otacribing prog rain M: 143^147* 176- 

177| E:lf8-2QQ, 224-226 
Svaluation of Ma70-i7i, 193 
^nerating supp«,rt Mi21-23, 151-152. 

275-278 
Parent Might MilSl 
Praient^tions . Mi 164, 165-166 
Press relationi Hil55-156 
ProfrMi nam Mii4f 

rofriJl reprtsentativee Hil48 
Fyblicatiena MilS6-l64 
Reeorifteepinf M i 15 3 
Surveys M:170^171 
Visual materiali Htlf 

3Qe (MlMo Advisor'J Group f - miCMtionM 
f program) f Ctau^ \ctiviti%,^ 

iproi/rum) 

CommilY $unwf (pread^ptiisn survey of 
intirestl Mi21-23 

mi^wmmm (Uim Skills aria)' 331-401 

Ctrtififirs J*|5-j47-*^ 311-512 
Comm^ity parti eipatien Ci 332, 339, 
357-3581 Hil^i* 



in^t^Y inaludUB esti^r^nams to 4II (our SBCE hMndbfyoksi p^u& numtors ar^ praam Imd by 



^mpjpij^ rjCofmimi ttj Rmmouf'7i^s 
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ACCaU^TASILm C: 77-91 J sail-iTS 

Career ^3EploraEion3 Ci.J2S-L29. LSd^lSl 
Cowmtmity expectations SilgS^lSf* 

^nsa^janGaa CsSO, ii-i7*i Sil7|-174 

Sefificd Cs77 

E^layBr seminars C:46l 

Cuidin^ ^t170 

Leaminf iewls ei2iS-2ff 

NftgamiatiQn/esnfej^Aeaa Ci77, 79, iO* 

as-i7r aii7a-i74 

P^ent i^al^asnt UifO^fl: ii 173-174 
Fsojfiets CilQS-aOf, lis 

Skill building levels Ci 291-199 
S&aff dijcusiions Sil77-Lil 
icandards Ci7i«r SilSf* 
Ituoant jQU^als Ci4ia-419, 433 
Time manageiiene C: 18-90* 116 

A^ION ZQliM (sehool year) 

Sebriefings Csi7-68«r iilSQ-iai 
Defiaad CiSl; Sil?! 
GuidanM fr^ework ii 171^172 
Ne<|smia^Qn Ci82 
Sables 11213^229 

AccQunEabiliey CsSSi Si 173-174 
Board fftlacisns M: 172-173 
Oudget Mifl* 102 
iti^iness management Mi 106-114 
(C2)2 pdstciQn deseription M:S1 
Curriculum C^li 

gn^layer/corfffiiuniEy ceiaCAons Mi 151- 

171, 184-188 
Gu^idanae CilSO 

Ftrsonnel aianagemenC Mi 68* 71, 79, 
81* 87 

aeetjrd of Studenm Parfoman^ Si272- 
274 

ichoal distriet relaciona M? 173-174, 
190-192 

Stu^nt resrui^ient 5i 15-16 
Vfcrkload Mi 58, 263 

see Also Pmrsoiuml 

M^VZSOm GHDUF (postadoptisn) Mi 31- 36 

PiSSlSSHENT (learning sites}? smo tearni/ig 
Si £e 4n^iysis Form 



lasic Skills Ci27-|8, S4 

Behavior Gi61i Sil77-lS0 

Career Piveloproent C:33, S5, 116* 14S 

DiagnoSEiC testing Ci54-56 

S^^iuatinf progriess Ci 60-61 

Life Skills Gi2l, SO 

Laarninf plan cycle Ci 44-45 

Staff roles C I 62-65 

Student Behavirr feeard S:179* 

S^ydent Profile C:55»-5Si Si98-ff* 

Stu^nt felf-analysia CiSS-SS* 

BASIC aaUJ Ci24-30 

i^vanced/re^^al work Ci29, 251-252 

Aasesamen t/evaluaei©n C i I 7-30 

BaJie Skills Prescriptiai Pad Ci63S* 

Career escplorations C;114 

Defined Ci24 

Selivery Ci26»-3Q 

ESQ appffoash C:24-2S 

Antral pi^r^ work Ci2f 

In^vi dualised Learninf for Mules 

(proframed maierials) Ci30, 25 3 
Intigration C:30 
Preicription C.-I8^2f 
Prafilas (assesisent) C;27-28 
Projaci^s CI246, 251-251 
Self-aE 'isment exeroises (onsite) 

C:25|, 6|9*-635 
Student journals C:416 

iOASD OF OllffiCTBRS#_f6^ Gov&rnmncm 
lOAHD OF EDUCATION, Sciwol Board 

BUOfflT Mi 95-102 

Approval Hi31* 102 
EBCT eoits Hs96-9f 
; FoCTiat MilOQ-lOl* 
Planning Mt2i-10, 95 

BUSINESS fORKS 

ludg«t fomat Mi 101* 

Monthly Fin^oial Staeiment Hi 105* 

Sti^ent Transportation Agreement 

Hil31*; Si78-79* 
Student Trmsfsrta&ion Options 

?^il32*i SiiO-Sl* 
Student *Kaft sport at ion Poute Mi 134*1 

Si84-8S* 

Transportation Hein^uria^nt Request 

Kil35*i Sil6-87* 
Transportation Request Mi 133*1 

Si 82-83* 
Tutor Sarvitfe Agreeamnt Hi 78* 



rhe indssi includmB r©ferenc#J to ^ii four EBCE handtookBr' page nimbmrs arm prBC&d^d by 
^fi^iU'^ing J number) indicAt^B BsmplB form^ ill tTAtiont d^^pli^y or ilmi cH^rt 
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APPENDIX B 
Why Employers Participate In (CE) 



flje Nf^^L evaluMtdon tQAw re«/3tly surveyed mmploymrs oann^atBd 
with (CE)2 to dmtmmdnm tteir rmsmonM for working wi^^ESCE* On 
m qtMstlormAirm ^ Bmploymrm w&re mskmd to rata in nmmricml order 
thm rslative InipartMnam of msvmrsU po^siblm rmmsonB fbr 
partiaipmtiQn, TheiT Ust of prloritims ^ppmarB bmlw in order 
from moBt to Immst importmnt. 



1, ^^^2 provide prcxassional help in TOrking with yQUng 
mmploymBB and the as^arienee to daal with a problaffi rather 
than eliminate it* 

2 * Involvement with (^) 2 provides an altririeti^ opportmity 
for helping otiier people. 

3, ei^loyer instructor is provided a chauice to interest 

young people in a o«eer area ttat ia of vital concern to 
hl?i or her. ' 

4* Teaching can be rewarding* Many people take great pleasure 
in instructing someone who is interesrtd in. their job skills 

5. SOBie estplsyers gain satisfaction by helping previo^isly 
imcowmitted students achieve aca^mi c success for^ the 
first tiL^, 

6. Everyone has a social obligation to help better the 
coOTimity. 

7. Participation with can provide introductory training 
for future eB^loyees, 

a. ^^rorking with (CT)^ students can y /±6m a boost to an^loyea 
morale* New faces mnd new peESonalities help provide a 
renewed intarest in the environment. 

9* Participating with students in a coTOAunity prograjn is good . 
public relations, ' 

10, ProductiOT may be increased due to the desire to show 
someone new how well you can handle your job, 

11, Many conpanies reqiiire participation in ccimimity 
organisation.^ • 
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12. The newsletter and brochures circulated by (CE) provide low- 
cost adTOrtising. 

13. Tine goes faster when someone is sharing tiie ups downs 
of &i avaryday job* 

ADDITIONAL COMMENTS 

"We must spend time and money on potential dropouts when yoimg" 
it will be less costly to society in the long run,*' 

"Obviously the e^erience of m eniploye^ relating the particulars 
of his/hmr tasks to a learnar gives that enployer an opportunity 
to evaluate his/her ovm tasks and gain a more accurate insight 
into their careers," 

"It is of great in^ortance ttat the (CE) 2 students have interest 
in the work at the job site—ttey really mi^t want to aKplore 
their interest in the job site and in themselves," 

"Very satisfying to me to start these yoimg people on their 
career pato* " 

^Find employers that have youtli Uam]/''s or have worked with 
young people age 14-18," 

(CE)2 is an excellent early introduction to awareness of lifelong 
learning; it gives students relevait learning opportunities." 

" (CE) 2 acts as an alternative to high schTOl education; more 
career oriented than academic*" 

"Provides opportunities for enployees to demonstrate true 
motivation talents 1 have thm opportunity for the employees to 
express true leadership in dealing with students," 

"Ihe alternative to the present educational system is welcomed," 

/ 
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Employir Information Packit 



The l^loyer Information Packet is a portfolio of matarials 
e^^lainad by the employer relations specialist to the site contact 
person during the reGruitoent interview (see pages 30=38) . These 
materials are arranged together in Uie Program Qverviaw folder/ 
allowing additiarial items to be indued when desired. 

Materials concained in the packet and displayed in this appendiK 
include I 

1, provisions for en^loyer and student participation 
(retained by contact person) 

2. Letter of intent 

(signed by the en^loyer and retained by the ERS) 

3* Indeimiity Coven^t 

(signed by the employer retained by the EBB) 




Included in tte pacJtet but not illustrated or displayed here are 
gener^ progra^m^d^scri materials, also left for the e^loyer's 

use (see Program Overview )~ l~and pages' one through three of the 
Learning S^Me ^alyais Form (see AppendiK M) . 
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Appendix C (Provisions) 



0^ 

Cammurty Expenences 



TO EmployeTB and Heads of Agencies 

Proving I-aarning Settingi for 
Cominunity E^erienees for Career 
Education (CElg Students 

FROM Jerry Beier 

{CE)2 Project Director 

RE pTcn rim om Undir_^ich Emplgyei^ and 

Studyji.:? Participate in the ,CE)o Prc^rani 

Jumors aad Seriors from Tifard High School are currently enrolled in a pilot profram 
known as Community E^^enencee for Career Education, (CE)*,* to test the extent to 
which their tot^ high school education can be derived from employer and other 
community settingj. Provisions u^er which employers and students participate in the 
program are as follows - 

1. State and Local EAication Authority 

(CE)g has been approved under the pilot program provisions of the Oregon Board 
of Education at the r^ueat of Tiiurd School Distriet 20 

2^ Status of ttie Htudenis 

The students are not paid and are not "employees** within the meaning of the Fair 
l^bor Standards Act because the foil owl six corriitions apply? 

A, "The traimnfi even though it includes actual operation of the facilities of 
the employer, is similar to that which would be given in a vocational ichooU 

B. The training is for the benefit of the trainees or students; 

The trainees or students do not displace regular impI^eeSi but work under 
their close obser%*ation; 

D. The employer who provides the training derives no immediate advMtage from 
the activities of the trainees or students* and on occasion his operations may 
actually be impeded i 

E. The trainees or students are not necessarily entitled to a job at the conclusion 
of the trninin^ periods and 

F. The en' he ' minees or students under-: 
stu'' tied to wages for the tirnf 

3, rnaurar -f from LlabiUty for Partjcipat. 

A. The (CEin Corporatifm carries a general liabili! that covers liability 

e?^osure"^to the Corporation's officers, directors, umpioyeea and students* 
ParUcipating empl^ers have relief from liability through eKecutlon of an 
indemnity covenant. 
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B, Each jCE)2 student is coverm a SI. 000 nondeductible studem medical 
policy, 

C, The (CE)2 CorporatiOT corries primary liabilitj^ iniurance en the iCE)n vehicle 
to covar bodily injui-y aoi property damages lecondary liablhr^' insurance is 
carried by the Corporation to cov^er bodily injury and property damage that 
may be Incurred by students transported or driving in other vehicles. 

(CE)^'! insurer is . — — S^eific inquiries relative to insurance 

and liability exposure may be directed to _ 



4^ Hazardous Occupar 

S&idents may be assigned in eecupailons invohlng hazardoia work if the COTdiUons 
set forth in, "A Guide to Child Labor Provisions of the Fair Ubor Standards Act," 
are prcperly met* FoIlowiJig is an excerpt from the '^Hazardous Occupations, 
ExempHQn IW page 



tL Student-Learners" 

(1) The scudent-leamer is enrolled in a course of study and training in a 

cooperative vocational training program under ^ recognized State or local 
educational authority or in a course of study in a substantially simUar 
program conducted by a private school: and 



such student-learner is emploj^ed um : a written agreement which 
provides: 

(1) that the work of the studerrt-leamer in the occupations declared 
particularly hazardous shall be incidentnl to his training; 

(ii) that such work shall be intermittent and for short periods of time, 
and under the direct and close supervision of a qualified and 
experienced person; 

(iii) that safety instructions shall be given by the school and correlated 
by the employe/ with on-the-joh trainii^; and 

(iv) that a schedule of organized and progressive work proceises to be 
performed on the job shall have been prepared. 

Each such written agreement shall contain the name of the student-learner, 
ami shall be slpied by the emplcyer and the school coordinator or principals 
Copies of each agreement shall be kept on file by both the school and the 
employ a r. 



This exemption for the employTnent of student-learners may be revoked in any 
individual iituatlon where it is found that reasonable precautions have not been 
observed for the safety of minors employed thereunder. 

Your questions relative to conditions under which empl^ers and students pnrticipate in the 
fCE)2 prot^am are welcome. My of is at 11850 SW Kinp James Place, nt -:ine City 
on SW Pacific High%H - ^ fJn on to you. 
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Appendix C (Latter of Int&nt) 




LETTER OF INTENT 



TO jerome H. Beier, Project Director 

Comrnxmiiy Experiences for Career Educations Inc» 
11B50 SW Kii^ James Place 
Tigard, Oregan 97223 



FROM Company' 



Address^ 



Phone* 



RE Partioipation in Commumty E^eriences for Cnreep Education 

Our firm will provide leaimiiig experiences for a mafflmum of students* ages 

16*16. We Will have the opportunity to imeniew Ehe^^iwdents prior to beginning their 
learning period. We reser*/e the right to cancet ^our porticipatiOn in this program at 
any time. The time the student vviU be s^ith our firm vnW be by mutual agreement 
between both pa rile but will not exceed five days per week or seven hours in any 
oaa day without a written waiver from the student's counselor. 

We understaiid that students will comply ^vith our nilei as specified* will repoit 
prMptly for wori^ assignments^ or will call our Employer Instructor if unforeseen 
circumstanaes interfere, 

^r Employer Instructor for this program will be 



position . Phone Ext. 

Time Arrangement 



Level of Student Involvement 



Exploration Level Sigiiod 

Learning Level ^^^^^ 

Skill Building Level Title 
Special Placement 

Other Date 



?rot"e I ATT fndiv rduH s , 1 h st itu t 1 wis , o rg^ i za t Idh s or a^e he i e s ^ w ho si gn a L €E t e r of 
Intent become members of Community Experiences for Career Education (CE)9. 
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Appendix C (Indenmity Covenant) 



For 



INDEMNITY CO\^NANT 



In esBSideraflon of 



her^inafttr termed '^Cooperator, 



eonjinting to ^nlcipate in thy pilot 
undenaki^ of COMMUNITY EXPERIENCES FOR CAREER EDUCATION (CE)^. INC. , an Oregon 
eot^ratign, hereiimfter tenned {CElj, w^iereby high JChoei level trainees in the work e?^€rienee 
pr^rim wlli be qlbhi^^ to Cooptmtor'S activity, (CEH does herqby ec^'enaiit md agree to Javts 
hold haFmltss and indemnify Co^emtor for and frQm any amounts thai Cooperator shall be obliged 
to pay pursuant to decree or judpnent of any court of competem jurisdicti«i, arising by reason 
of CpoperatOf's partiCipatiOT in sueh work experience program, ineludii^, but not limited to 



(a) Claims or demands for v^ages or cumpenjation lor pergonal ^eri^ces rendered by 
traineea in the pfc^rarn 

(bl Damages due to injury to the person or property of rrainees in the program 

(e> Reasonable aiterney'g fees incurred in defending against or opposing claims or 
demandi of tiaineei and cairt eoets aJluwed 

That CE)n shall and dc^s hereby bind itself obtain, keep and maintaLi and oay Lhe 
premium for periwa! iniury and property damage insumnee cmerai© in a company rt^arly 

doing business in the Staie of Oregon, with limiti of not less than each person, 

_ each occurrence and _ property damage, \s1th respect to any and all rtMks 

included within the purview of Paragraph (U hereof, and ghall cause to have the Cooperator 
n^jned as co-inmjfed thereun^r and (CE)^ shali prompiiy furnish to Cooperator a certificate of 
such i^urer gonfofming hertio* 

(CE)^ rtpPisenis thvLt all trainee partieipanis in the work e?c^rience pilot prsgram are 
enrolled ai Mudents of School District No, 23J, Washingtr^ and Clackamas Counties fTigard), 
Oregon, and that soverage will be provided throu^ti tho Sute Accident Insuranct Fund pursuant 
to the r^visicns of Secllon 656* 033 Dreg w Reviied Statuiei, 



This indemnity covenant is executed this 



day of 



10 



resolution of its Board of Dlreclors by its duly authorised undersigned office ra, 

COMMUNiTY EXPERENCES FOR CAREER EpUCATlON {CE)g, IKC, 



pursuant to 



By: 
By: 



Chainnan 
Sec ret a 



STATE OF OREGON) 



County o f Wash in r* '^ ) 

Oa this '^y f?f 



19^ f perBOFally appeared 



who, bsing Ally swc 
COMMIJNITY EKPElu 
coloration, and that 
its Board of Directors, 
act md deed of said corporation. 

Before me 



_ and ^ 

ltd say that ttey art the Chairman and Secretaty reipectively oif 
:ES for career education (CE),, iNC. , the Within named 
' instrument was eicecuted in behalf of said corporation by authority of 
nd each of said officers acknowledged said Instriiment to be the voluntary 



Notary Public for Drtgon 

My Ctm^;' ^\^m expiresi 



APPENDIX D 



Employer Sites and Learning Sites 



Tha following list divides mmployer md aonmunity sitss explored 
by (CE) 2 studmnts at the tdms t^s handhook wa^s mitten into 
categorimB to suggmst the range of iBaming sites — careers and 
jobB'^EBCE Btudents asm. invmstlgatm^ Thm division attempts to 
illustrate bot^ the nature of thm org^isation and the many 
different oaaupAtionB students may mnaounter there. However ^ this 
is just a beginnings listed herm are only thosm learning sites 
actually explored by (CE)2 students and not always the entire 
range of career possibilities at the employBr site as a whole. 



EMPLOYER/COMMUNITY SITE 



LEAWjING SITES 



AGRlCrjLTURE & ENVlRONmNT 
Harmon Farms 

Sauvia Island Management Are a 



Small basinees management 

Gane mmagemant 
Game law enforeamant 



ARTS Q ENTERTAINMENT 
Haadwatar Booking Aganc*/ Inc. 
Jewel art 

Portl^d Symphony Orchastra 

COMMUNICATIONS S MEDIh 

nant ral Tel^: ^ho' a (laavarton) 



General Talaphone (Tigard) 



Georgia Pacific Coloration 
(Photo) 



Booking agent 

Sales 
Display 

Musician 



Talephone operator 
Diractory assistance 
Central office md equipment 
Telephone repair 

teaftsman 
Installer 
Cable splicer 
Linam^ 

Photograpber 
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SMPLOrER/COMMUNITr RESOURCES 



EMPLOYER/ COMMUNITY SITE 
COMMUNICATIONS 5 MEDIA (continued} 
KOIN 

Moore *s Audio visual 

Photo-Art Commercial Studios, 
Inc. 

Spactruin Studios, Inc. 

Tigard Timas 

West Hills Photography 

CONSTRUCTIQM 

Din ^io .^ms, Inc. 

Dovatail Woodworkers ^ Inc. 

Marcum Construction Coi^any 

Tualauir, Doveioprnent Co^any* 
Inc. 

MANUFACTURING 

Peerless Trailer 

Sunn Musical EquipMnt 
'I^k onix 

Tigard Machina , Inc. 



LEARNrNG SITES 



TV producer 
m/m radio 
Disc jockey 

Equipment repair 
Installation and ser^/ice 

Photographer 
Raceptionist 

Engineering 
Sound recording 
Equipment maintsn^ce 
Secretary 

Reporter 

Photographer 
Touch up 
Feceptionist 



Contractor 

Cabinet building 

Foreman 

Contracting 
Ca^entj^ 



Welding ^d metal 
F^rication 

Cabinet shop 
Final a. ^eirtoly 
Quality control 
Foreman 

Graphics 

Maintenance {electrical) 
Switchboard paging 

Machine operator 
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Appendix D (Learning Sices) 



EMPLOYER/COMMUNITY SITE 
MANUFACTURING (continued) 
Trus-'Joint Coiporation 

Williams Mr Controls 



RECREATIOM 

Julia -s Travel Desk 

Portland International Raceway 

?*^estem Oregon Karate 
Association 

RESEARCH 

toorgia Pacific Corporation 
{Gypsisn) 

Northwest Regional Educational 
L^oratory 

SALES 
Aqua Pets. 

Athletic Departo^nt of DM, 
Inc, 

Ball Ford (Sales) 



LEARNING SITES 



Sales 

Construction 

Raoeptionist 

Engineer 

Drafting 

P r o du ction control 

Accounting 

Machinist 

Sales 



Secretary/ receptionist 
Travel ar-n^ 

Man age me I. 

Karate irs true tor 



Laboratory technician 

Librarian 
Oomselor 
Photographer 
Coirouter operator 
Writer/fedi tor 



S^.les clerk 
dtock clerk 

Small business management 

Catalogue sales 
Warehouse and shipping 
Billing collection 

AutOJTObile sales 
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EMPLOYER/COMMUNITy RESOURCES 

EMPLOYER/ COMMUNITY SITE 

SALES (contlnusd) 
Blue ^bbon Sports 

Flowers by Donna 

Pr^ler Electric 

Georgia Pacific CQ^oration 
(Office) 

Girod-s Super Market 

International Bi^iness 

Machines Corporation (Sales) 

King's Garden, Inc* 

Knauss Chevrolet (Sales) 
Mlk Sl Honey Food Co-op 
Seven^Eleven 
SiebertS/ Ine. 

Suzuki of Hillsboro (Sales) 
ttestem Oregon Marine 

SCHMLS * 

Charles F. Tigard Elemantary 

Fowler Junior High 



LEARrnNG SITES 



Warehouse 

Betail athletic store sal 
Catalogue sales 
Management 

Floral arranging 
Sales 

Small business management 
Electrician 

Telephone switchboard ope 
Hecep tionis t/ secretary^ " 

Cashier 
Stock clerk 

Clerical 

Accoimting 

Sales representative 

Lmdscaping 
Sales 

Automobile sales 
Buying Md selling food 
Sales 
Sales 

luainess management 
Interior decorator 

SalesmM 

Mechanic 
Salesman 



Coiiiselor 
TOachar 

Counselor 
Teacher 



Appendix D (Learning Sitss) 



EMPLOYER/ COMMUNITY SITE 

SCHOOLS ( con ti n us d) 

Highland Park School 

Raleigh Park Elemerita^ 

Temp la ton Elemantary 

Tigard High Sehool 

Tigard School of Beauty 

Turality Jimior High 

Washington County lED 
Outdoor School 

Willie Walkar ElamentarY 

SERVICES 

Businmss Services 

Ameriean Data Service 

I^g--Maxwell & Associatas/ 
toe** 

Perron Partnership 

Financiai Services 
First National Ba^ of Oragon 

U.S. National lank (Tigard) 

Food Services 
Qialet Pancake. Houso 



LEARNING SITES 

Teacher 

Teacher 

Teachar 

Librarian 

laauty oparator 

Counselor 

Counselor 

Teacher 



Floyd's Restaurant 



Keypunch 

Con^suter program 

Engineering 
Secratary 

LMdscape architact 



Loan officer 
Ganeral office 

Chacking and credit accounting 
Teller 

Customer relations 



Cashier 
Waitress 

Fry cook 
Waitress 



I 



ERIC 



2' 
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PlDiER/CQMMUNITY RESOURCES 

EMPLOYER/COMMUNITY SITE 
SERVICES (ccn tlnuBd) 
The ^ody Shack 

Health SB r vims 
^ridail K, Corey, O.D. 

Kim Hurley, D.M.D. 

Meridian Parh Hospital 

Metro=West Ambuimce 
John A. Nelson, D.M.D. 

Physicians & durgeons Hagpital 

insurmiCB Smrvices 
Allstate Insurance Ccxrpany 

Investors Insurance Corporation 

Pat Fi^rer^ Attorney 

Public Defenders Office 

NoCTian SapeniAf Attorney 
Tigard Justice Court 



LEARNING SITES 



Waitress 

Shorr order cook 



Prescribing and fitting 
glasses and contacts 

Dispensing frames and 
accessories 

Dentist 

Dental assistant 

Laborator/ technician 
Nurses' aide 

tobulajice driver 

Dentist 

Dental assistant 
teceptionist 

Medical receptionist 



tentrex switchboard 

Te lephone ad j us ting 

Ganeral office 

Driva^in claims adjusting 

Claims adjusting 
Receptionist 



Legal secretary 
Lawyer 

Altematives 
In^^eSti g^^^on 

Attorney 

Clerk 
Judge 



EMPLOYER/COMMUNITY SITE ^ 

SERVims (aon^nmd) 

Ball Ford . (Sa^ice) 

' Dunmira Spaaialised Auto 
Service 

Eagla Airoraft S^vlce Cdapany 

InternaUonal Biasiness ^ 
Maehines Go^oration 

Knauae ttavrolet (Service) 

Suzuk^', of Hillsboro (Serviea) 

Tigard Texaao 

SogiMX_ Smrvi cms- 

— — _ J 

American Croee 

Capitol Hill Btethodist Qiurch 
Qiildren's World Day School 
City of Tigard (City Hall), 

City of Tigard (Police 
' Departinent), 

City of Tualatin 

Cordero Youth Care Center "" 
Edwards Activity Center 



Appendix D (Learning Sites) 



LEARNING SITES 



Service 
Parts sales 

chani c 

Iquipnient repair 
Clerical 



Auto mechanic 
Parts sales 

Servdce 
Parts sales 

anall business niMagement 
Service station attendant 



Blood program 

Volunteer services 

Health and safety programs 

Ministry 

Teacher {pre-^sdiool) 

Building inspection 
Public works inspection 

Police c^r Mchmic 
Poli cework 

Secretary 
Clerk 

Counselor 

Physical awareness 
Job 'skills assisting and 
training 



.EMPLOYER/COMMUNITY miSOURCES 

EMPLOYER/COMMUNITY SITE 

SERVICES (continued) ' ^ 

Metro-Southwest Chsu^ar of 
Commerce 

Outside -In 

Tigard Care Center 

Tiny Tigars Day Care Center 

Tualatin Valley Gmdmce Clinio 

U.S* Mr Fprc^ Recruiter 

U.S, Army Mcruiter 

U.S* Navy Becruiting Station 

Washington County Fire* 
District . #1 

. TRANSPORTATION - 

. c^orgia Pacific Corporation 
(Tru^ing and Salvage) 



LEARNING SITES 

Manager 

Ntedical aid 
Counselor 

Physical therapy 
Nurse 

Teacher 

Cowisslor 

Recruiter 

Becruiter 

Recruiter. 

Firemm 

Diesel 
Trucking 



APPENDIX E 



Recruiting Union Sites 

((^) 2 ^n^loysr relations specialists have had limitad a^qDsrience 
wito recruiting union personnel or placing students at union sites 
for essentially two reasons^ 

1, , only a sontewhat small^^but staadily grawing«*perGentage 
of the Tigard conmmity work force is mioniaed 

2* students have seldom selected sites where unions are 
present and when ttiey have their employer instructors 
have been non union menbers 

Other IBCT prograisis may operate in communities where more of Uie 
work force is tmionissed^ thereby increasing the likelihood that 
staff will be. recruiting union and non union sites alike. For 
toese staff, .toe following materials may prove helpful* 



WHY RECRUIT UNION SITES? 

EBCB is intended to provide students witti a wide range of 
experiences in the world of work. Miong these grodps are those we 
call labor and management or employees md en^loyers. If 
students are to g^ji a general mderstanding of the trends smd 
issues <^er^ting in the world of work ttmf need to understaund the 
philosophy, and contributions of organized labor as well as the 
viewpoints of those workers who dioose not to participate in the 
labor moven^nt, "Shmy sho^d experience work situations delimited 
by contractual specifications coMion in the business world-^^ ^ 
specifications such as division of work beta^een groups working 
together mthe same general tasks (for example. Teamsters making 
deliveries ^d Food Store Employees receiving tiiem) . 

In jfeeping with EBCE emphasis on e 3pe rien t i al learning in and 
frpm the conmmity , students Qon best gain this kind of information 
mnk these ejperiences at sites where the influence of organized 
laoor is present* Hence the need to recruit imion sites and union 
peMonnel into thm' EICT site network* 
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EMPLOYER/COMMUNITY RESOURCES 



MAKING ENTRY INTO UNIONIZED SITES 
Anticipate Conctrns 

ttiisn rapresarttatives r conscious that studmnts naad "hwds on" 
es^ariences for EBffl to be worthwhila^ neyarthalass may hava 
difficulty understanding how that can ba accompliahad within tha 
laws and . regulations govarning tha involvamsnt of minors at 
work sites and witoout posing a potential thraat to tha job 
sacurity of adult workers, 

EBCT staff responsible for dealing wit^ unionized sites and imion 
personnal must ba prepared to allay legitimatQ issues and concarns. 
These include I 

!• Education^rog^ains involving yoimg people in work 
places ndght result in es^loitation of thm students 
(angaging them in productive work without pay and/or 
inTOlving tham in menial jobs) * 

2. Student involvaTOnt at an^loyar sites could tiJce jobs 
away from adult workers and imdeOTina or detract from 
proven vaiipn^sponsored progrMas suoh as appranticeship 
training, 

3. E3^erience -based education ru.ght naglect basic skills 
in favor of career explorations* 

4. A "e^eer education" focus mght result in exclusion 

of ii^ortant lifelong learning aspects of aducation such 
as tha arts and human i ties. 



Plan Your Recruitment Strategy 

Based on (CE)2rs as^ariences witii mion sitas and toair personnel ^ 
tha following ganeral approach to mions dwing site racruitment 
is suggested f 

1. Ask the site cont^. t person v^hom you interview for sita 
recruitment about union contracts at the site and 
obtain the nMie(s) of union representatives thara* / 

2* During tte interview discuss tiie strategy which should 
be Med in making ^e tmion contact. Gat a ganaral faal 
for thm union ralatiohship with the company* 

3, Discuss with the contact parson any projactad changes 

in manpower. Students enterirtg the site while amployees 
are o^ li^yoff may be suspect. 
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Appendix E (Union Sites) 



feThen possible I volimteer to initiate the mion con tact, 
ThLm gives you Uie opportimity to e^lain the prograin 
coi!^l®taly and answer questions from the business 
raprasentatiw or other imion officials, 

Wien talking to union representatives^ explain in detail 
tile E^loration Level. Es^loration level participation 
is a good entry for a site hesitant about getting into 
the program^ particularly if the site is a closed shop or 
union shop * 

Deseribe hm learning levels and project activities fit 
into the curriouliOT. E^hasiie that onsite learning is 
carefully plained and monitored so that it will be 
educationally productive for the student rather than 
finaneially productive for the en^loyer. .Give tte union 
contact person OTples of the program's policy on 
student leaming md financial productivity. 

Give soB^ exaBples of student onsite learning activities* 

Before leaving^ m^e sure the union representative 
mderstands the conditions mder which the site is 
participatdjig. 

When necessary ^ develop a memo of mderstanding or 
agreement with the imion to supplement the Letter of 
Intent for that site* In the memo* delineate the 
students' planned activities at the site and their 
relationships with en^loyees . 

Introduce tiie student to the shop steward if there is 
one (closed shop) * Try to inside that the shop steward 
has a clear t^ders tiding of the agreement between 
management aid labor, toswer any questions the steward 
may have* 

Follow up with the union representative (s) at regular 
intervals to answer additional questions which may 
dewlop from having a student at the job site. 



BOB 
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EMPLOYER/ COMMUNITY RESOURCES 



POSSIBLE STUDENT LEARNING EXPERIENCES AT UNIONIZED SITES 



la 



Exploration Itivmi participation is good entry for a site that 
^^^'^^ght be hesitant ^out joining tta program. For example, at (CE)2 
ajpartiaular manufacturing firm participates on an e^^ploration 

aval basis because it is a cloied union shop. However/ the shop 
steward has attended enployer instructor development sessions and 
is cooperating with the ESS to develop appropriate learning 
experiences at the site. - f 

Perhaps the best situation would be that i^ which tiie student 
associates wi^ a worker ^.^ho ei^lains his work and/ when he feels 
^e student is ready , . fltaur.dm back and supervises as the student 
vdoes tha work for a shor^"^ :%tm himself. Hiis process avoids any 
work-t^aking by the stud^iAt and places toe worker in a position 'of 
esteem as teacher and supei'visc.r . j 

In mmy cases it Ciay not be possible to make an arrangement of 
\this sort and students will be allowed only to observe. Perhaps 
^taj A poriad of sugh obsa^ation labor mentoers will core to 
unat rstan5 the EBCT progrM's methods Md goals so that later 
stiidf^nts can participate more actively in toe work. 

Try to place studapts on both e3<ploration -learning levels at 
sites where severril trade or craft unions are present"for eKample 
;Ui toe building or construction industries. Students could spend a 
short titm with ^.ach of several different crafts (piun43er, 
alfictricipn, caK^?ont©r / welder, and so on), broadly sampling toe 
^"^mstviictiOJi t:a^iness as a whole. 

wiiio:* 'ifflc*=f^ th^^^^ir. *sn m^t be. develbped as sites for student ' 
iaa:^nl..HT. n^M^t)'^'L union offices nmy be racepti^ to 

provlill or.s^^^ L^^rniH^ experiences for students* having toem 
atteiii onion f^vv^* - .:,. steward training classes / grievance 
ffiee':ing;j5 arbitration ctases and collective bargaining- sessions , 

Suggest that tha business agent invite toe student as a guest 
to a regular union meeting and have toe student es^lain toe 
benefits of toe EBra program. 

If toe afiployer hma an apprentice program or a formal training 
plM whidi is part of toe union agreement/ try to get toe student 
involved* Unions a« almost always receptive to preapprehtice 
programs. If properly structured/ credit may be given toward^ 
regular appranticeship/ benefiting boto toe student and toe 
enployer. 
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APPENDIX F 



Synopsis of Session I: Orientation 



This firBt-of-thm-^year Bmploymr inBtructor dmvmlopimnt session 1 
plannBd to prmparm all sitm personnml for Mtudmnt Immrnlng 

ACtivitims at thalr sitmB, 

■ if 

Following is a brief suimmry of (CE)2's Bmploymr instructor 
ordmntMtiOfi, arranged by topic and the title of the staff person 
involved with that portion of th^ presentation. 
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EMPLOYER/COMMUNITY RESOURCES. 



SESSION I: ORIENTATION 

r 

Greetings and Introduction of Staff: Progfam Administrator 

The program administrator opened the session by walaoming the 
employer instructors as the key individuals in student onsite 
learning and in the success of the program as i% whole. Ha 
explained briefly the relationship of {CE}2 to the Northwest 
Regional EduGational Laboratory and to the National Institute 
of Education, the program's funding agency* 

Overview of the (CEig Program: Program Administrator 

As the first step in orienting employer' instructors to (CE)2* the 
program administrator introduced them to the three curriculum 
components into which student learning goals are divided, using 
a three-dimensional visual aid consisting of a set of three small 
boxes labeled Life Skills, Basic Skills and Career Developmnnt 
and nested within a larger box representing the curriculum muduL 
as a whole. 



Employer Site Utilization Levels: Staff Member 

using an overhead projector and simple transparencies, a staff 
'TOstoer illustrated to the employer instructors the four major 
ways in which students can utilise employer sites for learning 
pu^oses: 

1, Exploration I a short, general introduction to a firmi a 
broad overview organized by activities contained in 
the Exploration Package 

2- Learnings a longer employer site visitation, usually 
' . , / focusing on one or more particular roles or jobs, 

during which a student works on project 
activities 

3% Skill building I an optional indepth relationship with 
a job of the student *s choicei comparable to 
preapprenticeship training 

4. Special placement: an optiqnal use of an employer site 
as a resource for noncareer-related projects 



Appmndix F (OriBntation) 



Exploration Package: Employir Relations Specialist 

The Ei^loration Package guiding the student's general, 
introduction to a site is the first instructional material with 
which the en^loyer instructor gate involved. Using a package 
con^letad at a site aa a trial r^, an employer relations 
specialist walked through the proqess of completing a package. 
Els were reminded that they would verify the satisfactory 
conpletion of the package before the student left the site. 
Copies of the^ sample conpleted package were then passed around 
for examnation by the Els. 



Learning Site Analysis Form (LSAF): Employer Relations 
Specialist 

The f^mpioyer relations specialist introciuced this Infonnation- 
qauht: ring tool" used to i^ntify specific tasks perfonned by the ^ 
eniployer instructors on their jobs-^-by n^ans of a role play 
between an interstate truck toivsr and a (CT)2 ERS, This role 
play illustrated the process whereby job tasks may be broken 
down into discrete subtasks, wMch in turn may be analyzed for 
their Basic Skills applications. 



Use of Information Gathered by the LSAFi Learning Manager 

When an employer instructor's job tasks have been recorded in 
detail on the LSAF, the form is forwarded to the learning 
manager, who tr^slates the information into student learning 
objectives. These learning oy actives are then written in the 
form of a project that Integrates student learning in all three 
curriculiam compOTents and becomes the basis for student onsite 
activities, , 

The LM illustrated techniques for writing up project tasks from 
information on the LSAF and for incorporation of Life Skills and 
Basic Skills into the project* • 

The LM went on to es^lain student use of learning level skill 
building ac-tivifcies d^ing the internal between student arrival 
at a site m.d deliver to him or her of thm individualized 
project to be coi^leted there. 

Question and Answer Panel: Program Administrator, Two Employer 
Relations .Specialists^ Learning Manager, (CE)? Board of 
Directors Member 

The program atoinistrator reiterated the point thAt if the system 
was going, to work, it would depend on ttie efficient "tapping" by 
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program staff of the vast pool of knowledge Mong the employar 
instructors* In conclusion, the program administrator summariaed 
the foregoing inforTnation into an overall raview of the major 
faati^as of the progrOTi then opened the session to questions 
from Els. 

Following are several of the questions asked by parM . li^tints auu 
answers suiwnariied from the panel's responses i 

Whit if a student is hurt on our job Bite? 

The enployer indemnity agreement that goes into effect when 
, you join the program puts the .responsibility on (ai)2's 
shoulders. Healthy sickness and accident insurance is 
carried by (ffl)2f ^s well as state workmen's compensation 
coverage* 

If a student at our location amuses injury to another employee^ 
what happens? 

Again, we t^e the responsibility. If suit is brought ^ it 
would be brought against (CE)2r not against you or your 
business. 

What arm the limitations on student aatLyities on the job site? 
In oth&r words, what aan or cm' t a student do? 

The student's actions and learning activities are limited 
by four main factors? legal regulations , your particular 
contractual requirem^^nts ? safety considerations arid your 
judgment as an en^loyer instructor, Vfe will work closely 
with each of you to clarify what is , and is not appropriate 
for students on your site, . 

what do students thiiite of the program? 

At the end of the first year^ student reaction was mixed. 
Most students'" said they liked (ra)2# but not all students 
did "well," Some students who were very productive in 
this program would have been productive wherever ttiey werei . 
otiiers were productive who prob^ly wouldn^t have adjusted 
as well to^ a different program. Admittedly^ we "failed" 
SOTie students ji^t as the regular high s^ool had. 

If this is m mlternativB to high school, how can it b& just a 
two-year program? ' 

It is actually an alternative to the last ^o years of high 
school. (^)2 is for 16 and 17-year-olds— jtmiors and 
seniors— *only, V^en they finish our program # they have 
finished hi0i school and ^ey get ^ diploma jxmt like my 
other graduating senior. 
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men a student is coming to our site, does he or she just show 
up, or is the time for the interview saheduled? 

Kie titm is scheduled in advance. This happens when the 
employer relations specialist arranges with' you for a 
student to come to your site for an e^q^loration. At the 
same timef the two of you agree on a time for student 
visitation. 

What if m student doesn't like the site? 

"^at's part of what an exploration is for— to let the 
student get an overview of the site and what goes on there 
and deGide if he or she would like to leam more about it on 
a lea«iing level* Once the student isegins an exploration or 
learning level, he or she is encouraged to remain wtil 
agreed on learning activities are co^leted, 

Will a student seleat me. or one of my workers as mmpioyer 
instruator? 

Some students request particular individuals wito whom to 
work, but most select a job site or a job in which they are 
interested. The individuals who work with ttem bepome^ 
employer instructors (lis) through de. ignation by their 
si^er^sor— or what we call the "contart person" at the site* 
Qnam the Els at a given site have been designated, students 
learn with the EI in the area in which they're interested. 

How do I as m employer seleai: the employer instruator who will 
work with the student? 

That selection is dependent on two things: (a) your 
' understan<^ng of what the EI role with the student will be " 
and (b) your knowledge of yo^ enpl^ees and , best estimate 
as to who would m^e a good EI, Our employer relations 
specialists can help you learn about what an EI will be 
doing to help the student mnd can discuss^ with you the 
general qualities"such as patience, optimism s^d .so on^-^we 
look for in an 11, You alona will be familiar enough with 
your employees to decide whici individuals would make good 
Els- ; • 

I " •■ 

hre students sup^sed to participate in actual work on the Job? 

Yes, it*s important for the student to get involved in what 
is actually being done at the site, There's enough 
evidence that students have been passive in theiir learning 
too long. However, we want to e^hasi^e the difference 
between ^at we call "educational productivity" and 
"comnercial productivity"! remember, the student is at 
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your site to leam/ not to do work for you. As long as he 
or aha Lb laaming and tha work is safe, we .anGourage 
letting tham have "hands on" e^ariances* 

In our hminmss , things happmn spontanmously and not acaording to 
m strict schedule* Is it nmcBss&ry that I bm willing to aonmdt 
myself to a certain time every day to helpja student? 

By no maans-^^we walcone variatiDn, The stutont might want 
to participate all day for two or three days rathar than 
Goma just in tlie morning or afternoon* We recoiroend 
sGhaduling tima with the student according to what is 
Gonveniant for both of you and what will show the student 
t^e TOst about your place of business. 

Would it go against your mmphaBis on "individualization" for us 
to include the students in our regular mmployem training sessions? 

No, not at all* ^ We individualize and personalize student 
learning activities as much as possible ^ but wa also want 
them to see realistiGaliy as many aspects of the working 
world as they can. If at your site ^tha reality of what an 
eit©loyee does includas attending a training session ^ let our 
student go too. Besides ^ such a training session, would give 
the studant a lot of prelimnary information about your site 
that could help him or her gat acclimated quiekly. 



SESSION I REVISIONS 



For the next year 's orientation session , a nawly^devaloped slide/ 
tape replaced the program atoinistrator ' s program overview and 
e^lmation of the program's foi^ site utilization lewis. 

After a staff mentoar introduced Revised Basic Skill procedures ^ 
employer instructors were divided into three gro^s that ro,tated 
among half^hour workshops chaired by dasignatad staf f i 

1* es^loration level prooedures-^-employer ralations 
spacialist 

2, onsite procedures/responsibilities of student and El— 
employer relations specialist 

3. learning site analysis/predesigned projects— learning 
managers 

In all three groups , en^hasis was on the employer instructor role / 
particularly processes and prooeduras to be followad onsite ,by 
the EI. 

/ ' 
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Suggested Training Needs for Session II 



BBfore dmmigning Bmah mmploymr instruator 'devmlopMnt smssion, 
aurrmrit informmtian/ training needs in thmt aram must be 
dmtmrndned * 

Following ara lists of rmsponses from each of three groups— (CE) 
Board of Dirmctors , employer instructors Md stmff"t6 inqi0^i&B 
rmgArding Mppropriatm topics for tAa (CE) 2 problBm moivin^alini 

Mater i Aim used during the alinia are displayed in Appendix H. 
Appendix I contains an evaluation smmary of the session , and a 
synopsis is aontalned in Appendix J* 
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(CE)2 BOARD RESPONSES 



Learning 

The employer instructor needs more feedback on what the student is 
doing and how the El aan help him or her, 

Einployer instruetors need imra information about the student at 
the time of placemant-^--more facti about skill levels and what 
can be expected of the student. 

The employer instructor nsads to taow what to es^ect in terms of 
skill areas: How cm I help? Should my expectations vary with 
each student? 

^e employer instructor heeds to see evidence of student work on 
the site (products^t, 

■ Specifically^ how does Basic Skills practice fit in with other 
site activities? 



Behavior 

How do we handle problems of appropriate clothing and appearance? 

what do I, as en^loyer instrflb^r? do with problems with students 
as they, occ\^ on the spot? 

Students often e^^ress a bad attitude toward school, but still 
possess few Basic 'Skills, Lack of skills presents problems to 
the ei^loyer. How cm this be resolved? 



Program Policy 

students should have a real desire to be on a learning level at 
the site; they should have eTOressed an interest in the 
exploration level site* ' - 



Ihere is too. much dora timm for students between eaqplorations* 




C&^the students reason^ly be expected to meet the ei^loyer's 
scheduling needs? 
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EMPLOYER INSTRUCTOR RESPONSES 



Learning 



What am I to do with a bored student? How 6q I attempt to get a 
student involved ^ on my job si :e? 

Can you giva mm Eowm infomation about what th.e student is 
intar&sted in so that I Jmow where to start? 

How omn I fig^e out ^at to show a student? 

How much aj^erienea md t^ainiiig do atudantia have for specif ±e 



How do I pro'/ida etudeutt with learning axpariencas and yet at 
the mmim time not overload ttaa so haavily? 

What do I do whan I don't have muoh time to work with th^ student? 

How much suparvision do I give? Do I leave the student on his 
own? 

Behavior 

what do I GO when a student is lata all the time? 

When I know ttat I mm not getting tiirough to a student, what 



WiB.t is the beat i7ay to talk to a studant ahovit grooming and 
attitudes? 



jobs? 



I do? 



How do I encouraga a studant to be responsible? 



How do we open the linay of communication? 
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Program Pol icy 



IWiat insuranGa does (GDn carry? 



^^at safety restrictions are there? 



What ir»des of transportation does (CI) 2 use? 



^at is (^)2 policy regarding labor contracts? 



Who has legal authority over the studant? 
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What is (^)^ poliuv regarding student attendance? 

How often qbh 1 expac.t to see a reprasantative from (CE)2? 

Can I hire a student? Masl I hire a student? 

What infomation about the student omn I receive? 

What is the system for notifying en^loyers about the student's 
learning prDgram? 

STAFF RECAP OF QUESTIONS THEY HAVE HEARD ASKED 
Learning 

what else can students do besides the Exploration Package? 
Do I need to teach reading? 

V^at is done by the studants during t^e rest of the day? 
How do I know what a student is s imposed to laarn? 

Behavior, 

Wtiat do st^ents do if I m bu^y? 

Wiiat do I do about home problems and counseling? teout hair? 
About attitudes? out la^k of rfwtivation? toout lack of verbal 
skills? 

Program Policy 

Are there restriotioni* to what students cm do on my site? 
Do I have to hire the student? Can I hire himF 

feftio do I Gontaet at (CT)^? How often do I see sonieone from .(CI) 2? 
Wiat aiKDut attendance? Safety? ; 
Wio has authority? 
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APPENDIX H 



Matarials for Stssion II 



The smin stmps of the studmnt's comprehmn^ive Imarnlng syst&m arm 
lllustmtmd on *'Th& Pathway to Employer Site lemming/* devBlop&d 
for use with employer instxuctorm and others interested in the 
progrAm, Following' th& "Prnthway" am samplB activities key&d by 
nm^r to spproprimtm stmps. Please notef there is not m sMmple, 
activity for evmry nu^ered step. 

For a presentation^ staff provide a brimf explanation as as 
illustrative materials as appropriate for each nm^mred "step." 
En^loyer instructors attending Session II are walked through the 
handout, filling in sample activities as thmy would for a student 
learning at theii site. 



■■ i 
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PATHWAY TO SITE LEARNING 



2. Student mttti with EES to rev 
risults* consider list Of 
employer siteSj sel^^ct first 
exploratiQng - 




5, Student prQceeds to learning 

level site, compietes orientation 
activities « 

LM eheoks with student, IRS 
"Visits site. 



h,Eli Studer" ififjritify ^nd tnj^ih 
eareer and applied Basic Skills 
activities, 

LM writes learning objectives i 
ERS and EI meet to prioritize. 

ERS returns objectivei to LM. 



StudentV LM confer and write 
projtet* 
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7, El certifits performance* alerts 
staff of Basic fkilli needs. 



ll.Wfimn learning at that site is 

eKhaustad* new intareits developed 
and project completed* student 
aeke ERS for new site and new 
cycle begins. 



GLOSSARY 

Cli Career Information System 

EI Employer Instructor 

EM Employer Relationi Specialist 

LM Learning Manager 

LSAF Loarning Si te Analysis Fr>rm 

SDi Self Direetad Search 




Heanwhile, student completei 
competencies and projects on other 
sites* participates in employer 
seminars* tutoring, high .school 
classeSi special placdments and 
coEffltunity activities. 



ERIC 
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SAMPLE PATHWAY ACTIVITIES 

Career Information Systam Sample Question 
CorT&sponds to Nun^r 1 on Pathway 

PhysiGal Limitations Your physical abilities may affect your job 

choice* 

1* Lifting 

M-a you able to do heavy work? That means a job in which you 
lift 100 poundB or often lift and carry 50 poimd objects. It 
also maajis lots of walicing# atanding^ stooping^ reaching or 
moving things, (Circle one code word O 

Code ^rd 

Ho 
CD 

CSC 



List .three places (or department) where you would like to go on 
an es^loration* ... _ _^ 



List one activity you plan to participate in on your exploration 
level* ' 

Choose the learning level location you wish to visit (remainber/ 
you must have gone on an exploration there) * 




Yea y I OTUld" 

Uo , I wouldn't he ^le to 

I OTuld ^ but wouldn't want to 

I don ' t know 
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Ltarning Site ^tlysis Form Sample Activity 
Corresponds to Nm^er 4 on Pathway 



MAJOR TMK 



(Chmak box 
SUBTASKS for stud&nt 

pMr ticipA^ on ) 



well) 



Applied I 



FundaMntal ; 



FADING 



Fmdamental i 



(Haw 

WBll) 



CO^MJHICATIC^S 



wmll) 



SPECIFIC JOB SKILLS 



LIFE SKILLS 
APPLICATIOH 



ERIC 



209 



Em^WYER/ COMMUNITY BESOUR^S 



Leaming Levtl SklTl Developmint Sheet Sampli Activity 

CQrrBspond& to Number' 5 on Pathway 



1. Aak your e^loyer instructor to take a few mnutes to 
diseuss with you the tasks you will be doing on your 
leading level ^ List thmm hara, 

2* Ask your EI how wall you should ba able to do each task* 
List what he or she says hare . : 

3* ^^en you toink you can do a task as well as yo^ El says 
you shoij^d, have him or her check you off. 



TASK 



HOT TOLL EJ#LOYER OK 

(initial) (datm) 



Appendix H (Macerials) 



Student Evaluatior of Learning Site Sample Questions 
Coiresponds to ^uitibmr 3 on Pathway 



STUDENT EVALUATION OF LEARNING SITE 



student. 



Date 



©nployejr instructor. 
Sits - 



Learning Laval Q SkiJl SiuldinQ Level Q 



EI DEMONSTlcATES AH UKDEHSTANDIKG OF HIS/HER ROLE BY; 


P 




r 


Providing erientation to the coi^any 








Making intrbductioni tp other people 








Orienting to facilities 








Clarifying eKpeetations of dress/grooming 








Defining rules and punctuality 









Conmmnt 



EI PROVIDES A PHODUCTIVI I^ARNING EOTlRONIffiNT BYs 


Being interested in development of student and program 








Being willing to take time to help 








Eneoufaging independent work on assigned tasks 








Under st^dinf why studant ie there 








Giving feedback on performance 








Encouraging new and meaningful experiences 








Supplying company inforrotidn and materials 









CommBnt 
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Student Performance Review Sample Questions 

Corresponds to Number 3 on Pathway 



STUDENT PERFORMANCE REVIEW 



S tydent 



Date 



Employer Instructor 
Site 



Learning Laval Q Skill Building Level Q 



ATTENPANCE/P UNCTO^ ITY 




Reporti to employer site or " ^ 



Adheres to established ^«:ir 



Conwnmn C " 



ATTITUDE 




Understands and accepts responsibility 














Observes employer's rules 














Shows interest and enthusiasm 














CourteQus* cQoperative 














GQod team worker 














Judgment 














Poise, self-confidence 














DeiDDnstrates appropriate dress/grooming 














Concerned for equipment/property 















Coamnt^ 



LEARNING PROCESS 




Uses initiative* seeks opportunities to learn 














Learning growth 














Quality of assigned projects 














Asks questions of appropriate person 














Uses employer site learning resources 















Between Numfcars 8 and 9 on Pathway 

At this pointy someone alsa should be writing learning objectives 
for you to complete on the site. However ^ based on ^e task that 
you outlined in tile Learning Site Analysis Form/ write tiie topic 
of the project you tiiink could be completed on your job site: 
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EI Supports Student Work 
CorrBBponds to Number 9 on Pathway 

Share one tbDught about this site and project that you want to 
reMfltoer to tell your e^loyer instructor. 



EI, Student, ERS Meet 

Corresponds to Number 10 on Pmthway 

TOiis stap is where the en^loyar ±natructor> student and emplayar 
relations socialist disciaa the projeot to be completed. Give 
your best guestiamte of when the project (the one above, for which 
you have a title) will be completed. 

Project completion datei 



Studint Completes Project 
Corrmspond qu Nim^r 11 on Frnth^ay 

ThLm step approaches the end of your learning at this anployer site, 
Liat one in^ortant thing you have gained as a student at this site. 
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Evaluation of Session II 



A/3 mvBluatlon of the (CE) ^ employer inBtruator problem salving 
clinic was conductmd by MNREL's EBCE Bvalumtion unit to detarmine 
the clinic's impact on employer inBtructorB and to idmntify EI 
suggestianB for improving future alinics and program operations > 

The evaluation consisted prinaipmlly of three strat&giesi 

i* comparing tha content of the clinic pr&sentatian with 
the questions that had recently been elicited from Els 
by (CE)^ staff 

2. having an evaluator observe the clinics on both evmnings 

3. developing and analyming a self -administered EI problem 
solving clinic questionnaire 
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PROBLEM SOLVING CLINIC EVALUATION 
/ 

Findings 

Tha ct.^ntent of the amployer instructor problem solving clinic was 
judged to ba highly congruent with the set of qusstions received 
b^f^ the' project staff from selected lis contacted prior to the 
clinic* ; 

Observations of the t^ evaluators attending the clinics 
indicated that tte presentations on both nights were eKceptionally 
well organized and presented, ^e "Pathway to toployer Site = 
Learning-' other handouts were wall designed and did muc^ to 
focus the presentations and ^scussions* Several of the Els with 
Vi^om evaluators talked after the clinic indicated^ that they found 
the session useful* The only area that was noted where future 
attention might be needed was timing* It appeared that too much 
inforaation was covered for the time available* 

The EI questionnaire was distributed to each clinic participant 
at the end of the evening. Of the 42 Els attending the clinic ^ 
25 complated the questionnaire* 

yaestionnaire responses are t^ulated on the following pages* 
Since the clinic was intended primarily to answer EI questions 
about the progrsufl? it was in^ressive to note that the highest 
rating by Els was given to the program staff's willingness to 
respmd to questions , ^e area receiving the. lov^est rating was 
EI imder standing of the student learning system. 

In Part 'II of the questionnaire, 24 of the 25 Els felt that the 
program's es^ectations for participating Els were realistic. All 
Els responding to the next quesCion felt that a weekly visit to 
their site by the en^loyer relations specialist was sufficient to 
maintain consnunicatlons* Thm most frequent student chMges cited 
by Els involved students becomng more interested in a particular 
job or gaining in such general work--related behaviors as 
punctuality* 

Els indicated their interest in having fut^e seminars address 
(a) helping students reach their objectives , (b) judging student 
performance and Jc) learning ^out the real world of work and the ' 
training needed for it. 



'-'31 



216 

* 



Appendix I (Evaluation) 



SmMRY OF qUESTIONNAIRE RESPONSES 



Following are questior*! asked and the tallied rasponses to eaGh. 



Part I 

Basad an your pmrmonAl judgmBnt of thw probl&m ssolving alinlc 
tonigktf please ratm the follMing areas by circling for mmah^ 
exaellmnt, goodr fair or poor* 



!• How ra levant to your interests were 
the problems diseussed tonight 
wider "policy"? 

2* How relevant to your in€eretots weM 
the problems disquBsed/under 
"learning system"? 

3, How relevant to your interests were 
the problems diseusaed under 
"student behavior"? 

4. How willing was the staff to 
respond to your questions? 

S* How useful do you feel tonight's 
olinio was in helping you to do a 
better job of working with 
students? 

6. How realistiOf in your opinion^ 

were Mst of the answers tiiat were 
suggested tonight? 

7* How wftll do you feel you understand 
the student laaming system now? 

8, How feasible do you feel thm 

student leajming system is at your 

job site? 




10 


14 


1 


0 




10 


12 


3 


0 




16 


7 


0 


1 


1 


23 


2 


0 


0 




15 


7 


2 


0 




11 


14 


0 


0 




3 


20 


2 


0 




7 


14 


4 


0 
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Part II ^ 

If you pr&f&r, you rmy aomplBtB tMs section of the giiestionnai^e 
sonmtiim during the next smvmral dmys and give It to the employer 
rBl&tlon& wpealallBt on his/her nrnxt visit to your site. 

Is Do you feal that toe progrMa's ej^ectations for partiaipating 
aa^loyars are realistic? res 24 No 1 



Commen ts i 

The eite eKploration procass is well suitad to toe stock 
bEokaraga businessi howaver, tha laaming site process is 
barely faaeibla here. 

toything that can be dona to steer thi youth in a useful 
^- diregticm is worthwhile* 

Yes # if the en^loyer has time and room* 

I fael it would be helpful to have the progrMi better 
ej^lained to the various business managars/ovmars. 

1 think some classroom type sessions conceming what to 
ai^ect in a given trade"*-for axaniJla^ paperhmgdjif^^would be 
helpful* ^ 

The only way the program can be productive is if there is a 
"give and take affort" by ^Qi)2 employers, 

^e progriim is flexible enough to meet the varying needs of 
each enployer, 

I would like the exploration level at my particular job tc^ ba 
over a full day or two rather than bits tnd places, I'i would 
-gLvB a more reali^stic view of what goes on* 

2. Do you feal that a weekly visit to your site by the emplayer 
relations specialist is of sufficient freqi^ncy to maintain 
good communications? Ybb 24 " No 0 No Response 1 

Commn'CS: u . 

I feel that a complete ^derstanding has developed between us. 

Often a phone call is probably sufficient and saves man hours 
for averybne^ especially toe employer relationo specialist. 

But 1 don't see them once a week, I don't feal it is of 
great important if things are going well. 
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However, 'sL think a monthly visit would be adequatiu 
Telephone callj to. answer questions should be sufficient. 

A more frequent visit schedule qbil b© arr^ged when the 
aiti^tion dietates. , ^ 

i have never seen this person. 

Weekly is too frequent, 

What changes, if 4lfy/ have you seen so far in students \ 
assigned to your .4iiplo^ent site? \ 

Conmrnnts^ \ 

I felt their general understanding of our business was 
heightened grciatly. 

Finally^ students are showing a true intperest in this ' 
profession* ^ * 

They are better mawiered, . . 

I feel that (namm) inteK'est in motorcycle repair has 
increase'd since he has had thi oppdrttmity ■ to do some actual 
repairs on his ovm. , 

They become more at ease in a shop area—their con^et^nee 
level rises r^idly, 

(nanm) has in^roved her attitude ^ realizing that work is work, 

I note an improved awareriess of the iH^orcaice of punotualityf 
accuracy? care in detail* , ■ / 

^eV student has deiKmstrated an iniprovement in self-confidence 
and an iiiCTeasad willinpiess to communicate witii personnel. 

They have more enthiisiasm and desire to leam. 

^ey have become more^ sel£--confident irid better able to 
eonnnunicate with people. . 

We haven ■ t ■ had enough students to make a judgment. 
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4. What topics would you like to have included in the ner.t 

employer instructor training session? Listed bmlaw arm some 
possible Areas* Writs dam additionml ones if you care to. 
Then indiaato for each area how Importmit you think it would 
be to you by circling H for high ^alue^ M for medium vMlm 
and L for low or ho v&lm* (MR indiaates no response. ) 





VALUl 




H 


M 


L 


NR ^ 


le^niiiques in now co coRmwixc^CB wxtn 
a student about grooming md other 
eoncerns 


9 


8 


S 


- ^ - — 


How to judge student performance 


16 


8 


1 




let him/her know how he/she is doing 


12 


9 


4 


1 


How to help a student schedule his/her 
time at my site 


12 


7 


3 


3 


How to moti'/ate a student and get him/ 
her more involved, 


14 


8 


3 




How to get a student to ask questions 


14 


8 


3 




How to help a student reach his/her 
objectives 


21 


4 


0 




How to help a student use equipment 
properly 


8 


6 


10 




How to introduce a student to the real 
world of work and the training, he/she 
needs for it , . 


18 


4 


3 





List other topics of interest to you^ 

How ::o h?^lp a gtudent imderstMd rules of safety smd ethics* 

How do our jobs md teclmiqi^s relate to other class activities 
and other job sites? 

Techniques otiier e^loyers have found to be successful in dealing 
with Btudents on exploratory and learning levels would be useful* 



Appendix I (EvAluMtlon) 



You should provide Botm fee^ack from the students as to what 
Mthods or efforts by employers were the most effeGtiY^* Possibly 
some time could be ^devotad to the objectives at (CT)2'^and how (C^3 2 
differs from otiier career education programs, 

• Miscellaneous I . / 

The time seemed short for the amount of subject matter discussed, 

/ 

I feel that the prasenta^on will en^le me to do a better job 
with (CB)2 Students, I^^ish I had come before as 1 now have a 
better mderst aiding of' what toe students may ei^ect to do and 
what I can offer to ^em. 

Students should be^dnformed of all coi^^y policies/ benefits 
chain of command, ^ ^ey should learn dependi^ility* 

I am beginning to understand the true role of the en^loyer 
instructor. 

.t would like to reduce program staff involvement in the next 
enployer training session. A good gut-level discussion of the 
nine topics above by stuiSenta and en^loyers would be interesting 
and Qrtremely beneficial. 

What is the basic philosophy behind (CT)2^ Is the program aimed 
at finding careers for stu^nts? Or is it just an educational 
tool? My q\»etion being, "Is it realistic to es^ect 17 and 18-* 
year^old people to ba able to realise what they want to do with 
their lives?" Another concern is that the education at {Cl)^ 
seems to be task-oriented* 1 have a fear that the "becoming" 
side of education is "being neglected" that is^ literature, 
psychology and sociology, 

^rogr^ns I have seen have all been well presented and the fact that 
you question how effective they are tells me they will always be 
well pras^ted. 
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APPENDIX J 

Syhopsis of Session II: Problem Solving Clinic 



The MBQond Bmployer instructor dsvmlopnmnt seBBlon w^n planned to 
rmMpand to employer inmtruator que&tions mnd aonaernB arising front 
the first student visitations to sites ^ 

Following Arm brimf supmries of information oovmred eaah nighty % 
arranged by topia and pp_e title, of the staff person leading that 
portion of thm aativiti 

\ 

\ 
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Ei^W^ER/COmUNITY RESOURCES 



SESSION in PROBLEM SOLVING CLINIC 



Greetings^ Program Administrator 

After a period of informal eonversation and coffee/ the en^loyar 
instruators were i waleomed to this* the second session for lis 
to be held diiring thm year, by tiie program atoinistrator , who 
then introduced staff members to the group and outlined the 
session. 

! 

Objactlves of the Meeting: Student Coordinator 

The purpose of the evening's program was reviewed by the student 
coordinator in thm content of toe en^loyer instructor development 
component* 

Thm AUdxBnam at this point was dividmd in hmlf^ One group 
attmndrnd the present Atlonm on program provisions and student 
support system, while other a^^mndrnd the prmsentation on the 
learning system* The Wo groups u^&n swtched places so that all 
partioipants had attended ' presentations^ 

Program Provisions: Progrim Administrator 

The program administrator reviewed for the enployer instructors 
the means by which information had been gathered for the 
evening's clinic. Questions, had been solicited from a 
representative siu^le of en^loyer instructors, from the Board 
of Directors (as en^loyer representatives) and from members of 
the program staff . Kiese questions had then ^en grouped by 
topic to resiilt in toe material covered in the three "secU^one" 
of the clinic* 

Using an overhead proj tor and a list of "Questions Often Aaked 
About (CTi)2 Program P^^^icy," toe program atoinistrator offered 
brief answers to toe questions con^iledi 

^at insurance does (CB) g carry? 

i^)2 carries a sizable feneral liability policy covering 
employers participating in the program. When you sign a ^ 
Letter of Intent t© host students at your places of business 
we enact an Ind^nnity Covenant on your behalf, ^im makes 
Commmity Ei^eriances for Career Education, Inc.* , subject to 
suit in case of liability questions. 
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Appmndix J (Problem Solving ) 



We have saeured State Aeeidant Insur^ee Fund coverage 

for all students, making it wmecessary for employers to 

carry oi^ atudenta on their SAIF rolls. 

An addjLtiCTial accident and health policy on each of our 
students cowrs minor injuries that might take place in or 
about the learning center* 

f/ha£ mmfety rmMtriatians arm thBrm? 

students must follow tl^ maim safety £%iles that govern 
enployaeg at tiie site they are visiting. 

what mdrnm of tranMportAtion doms (CEJg use? 

(CT)2 itudants may use the (CT)2 vim^ private autos or p^lic 
buaes in getting to and from their ei^loyer and comnunity 
sites. Parenta must approve in writing the type(s) of 
trmspQrtation their sons or daughteri may use* 

Hfhat is your pcliay 'j^gazdlng Imbor contracts? 

Program staff work with an appropriate labor representative 
to discuss any »ntraat that ndght affect a student at a 
site* ?e neither i^ore nor accept Iri^r COTtracts as a 
whojei rather/ we negotiate each situation individually as 
students visit gEites* 

Who Im^ar authority ovmr thm mtudmnt? 

Thm (ra)2 Board of Directors amd program staff have legal 
authority and control over the students and the program* 
(CT)2 grants the esployer the right to t^e whatever action 
is appropriate while a student is onsite* ^ere^ the students 
are responsible to the en^loyer* 

What is your policy regarding studmt attmndmncm? 

(CT)2 students are still legally enrolled in Tigard High 
School and are bound to con^ly with state attendance 
requirements- Students are asked to acaount for their ttoe 
on e^loyer sites by using tin^ cards, Enployer instruGtors 
should comisel students regar^ng attendance just as they 
would an eirployee , 

How often am I expeat to see a rmprmsmntativm from (CE) 2? 

Our intention is to have an enployer relations specialiat 
contact employer instructors once a week during a student's 
learning there. Els are welcome to call m ERS at any time 
to discuss a student's progress or to ask questions* 
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Cm I iaira a studmnt? Must I hire m student? 

A basic program convietion is that a student 'a major pu^^osa 
in visiting e^loyer litsp is to learn, tfe prosnote 
,educatiQnal produativity tor students # rathar thmn cominarGial 
produetivity. While at a site, the studant can partiaipate 
in what's going on for the purpose of Isaming. But ha or 
she shouldn't be enoouraged to do something j\^t to keep busy 
or to get a little something for you. Reprodustions of the 
"Poliey Bagarding Student Laaming Work For Pay, 
Statement Regarding Produativity" (see ^pendiK N) were 
handed out so employer instruotors oould read (01)2' s formal 
position in this regard. 

VJhen the student has completed learning activities at your 
site, you may offer enplo;pient if you wish. You are not 
obliqated in any way to hire any student. 

Haw Qftmn will I be inH^trnd to metings Jiica thlB? 

I Four times a year. 

How wmrm your students seleated? 

j Ml Tigard High School students are eligifc^le to apply to 
^ / (CT)2* Applicants are selected to represent a range of 
/ interests/ previous achievement, ability mnd career 
aspirations, - 



Studant Support System;; Student Coordinator 

h 

/ 

The es^loyer instructor's role as a soiree of student guidance was 
the focus of . the student coordinator's remarks. "You can provide 
communication with the studant which from his point of view will 
be a lot more meaningful realistic than mything we, the staff, 
could say*" 

The asqployer instCTictor was encouraged to eiiercise authority for 
the conduct ©f the student while he or she was learning at the 
site. "The student is to be treated like any other employee and 
ejected to take thm responsibility^ for his actions regarding 
such things as grooMnfj hygiene, attendance and behavior." 
However, although the en^p.oyer instructor has the authority to 
make decisions as appropriate, for the student and the site, he or 
she may consult with program staff at any tiM for assistance or 
Qounsel, particularly regarding student conduct* 

Based on student behaviors deemed "typical" or "recurring," 

a small booklet had been put togetoer by the student coordinator . 
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ApiJendix J (Problmm Solving) 

\ 

booklet was used as a ^scussion pron^ter to get employer 
ins^ruator opiniona and suggestions regarding bahaviors-^^both 
tiiose illustrated and others they had observad— they dealt wito 
as they worked with students, The SC was assisted by several 
program students in faoili^ating the discission and mtoing 
suggMtiwis from the student's point of view, 

Laaming System: Learning Manageri Learning Resource Specialist 

This portion of the preaantation oonqentrated on ways in which 
en^loyer instructors could make thair site interesting to student 
learners, \ - 

Using lea:ming le^ml materials , tiie learning manager first 
illustrated a few aativltias that iidght be derived from a site as 
seemingly "ordinary" as a motorcycle sales and service shop, 
list resulting from thm ai^ldyer instructors' answers to the 
question f "What could—^or should~a student leam about what is 
involved in business aerations at yoiir site?" rangad from 
studying legislation afff eting racraational use of bike trails to 
understanding various insurance regulations relating to motor 
vehicles and to business operations. 

Thm learning resource specialist then a^lained student progress 
through a learning level es^eriencer which ocours after a 
student has explored thxmm to five sites to survey interests, 
ysing two handouts—one illustrating in cartoon fortn'the student's 
"Pathway to rmployer Site Learning" and the other consisting of 
brief exM^les of activities con^osing steps along the path (see 
^pendix H) — the LRB waJJced thm Els through what an EI and 
student would be doing ^ both together and independently, during 
the course of a student's laaming level activities* 

tte LH e^^lained sevaral of the steps in the pathway related to 
writing a project, using escemplary Learning Site Analysis Forms, 
lists of laa^.tiing objectives and sample projects* 

Wrap-up and Evaluation: Program Administrator 

^e^ program adit^nistrator distributed to each en^loyer instructor 
in ^ttendmce an evaluation form and requested that tiiey be 
filled out before lis Irift or returned later by mail. 
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•SESSION II\ REVISIONS. 



The next year's problam solving cliMc consolidated amployer 
iMmtmctQi^* B indicatsd naads into twds. topical areas s 

1, basic skills procedures # bagiimrng with stu^nt entry 
into the progr^ and continuing ^roughout projects and 
©nsite activities , 

2. enployar instructor and student rasj^nsibilities for 
learning progress # contact with staf fy^ and behavior while 
a student is at the site 

Basio Skills procedures were es^lained to tha a^ire group by 
a staff meinber* who used sanple activities and. h^douts to walk 
Els through what they would be es^ected to do to -respond to 
students' Basic Skills needs* 

^e second topic was addrassed via a student-^produced videotape 
of a day in the life of an SI and student at a site: a stem, 
chastising, "too busy-' ^EI confronted with a tardy, ^kmotivated 
student who does not know what he wants to do or what he is 
supposed to do. THb entire group viewed the tape, broke into 
toree discussion groins, then reconvened to conpile conclusions 
and suggestions. 
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Synopsis of Session III: Training Session 



SmMMlon III is plarmmd to foaus on Bmploymr InBtruator skill 
nmmdm idmntifimd through mvaluation of SesBion 11. 

Following arm brimf stmrnmriem of topia armmB covered during the 
smssion, BtAff titleM arm indiamted /ojr those activitiBB n&mding 
a aoordinmtor. 
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EMPWVER/COMMtJNITY RESOURCES 



SESSION III: TRAINING SESSION^ 

Orientation: Program Administrator, Learning Manager, Employir 
Relations Specialist 

For thosa employer inetruetors new to the program since 

Sassion 11, half hour orientation was held before tha training 

session began. 

This orientation consisted primarily of brief estimations of 
student learning processes and strategies? including Exploration 
Package and process; learning level process, materials and 
project^; and the Learning Site Analysis Fonn* Ttm learning 
manager iised a 'handoirt entitled "The Pathway to Employer Site 
Learning'* (see ^pendix H) , 

The iit^ortance of the enployar instructor as the students' 
"teacher of record" and certifier of individual progress was 
en^phasized throughout. Els were assured that they are best 
qualifiad to fulfill this role, «id with students spanding so 
much of their time on en^loyer sites ^ the Els are very ijnportmt* 
*^ey would be the faculty in the traditional high school* 

The program admnistrator pointed out that the materials 
developed for this program are a si^stitute for traditional 
textbooks. However, they are process outlines rather than being 
con tent- focused, offering greater flexibility and*relying on 
in^viduals to "fill them in," 

After fialdi^^ several questions from toe new EIs^ the program 
administrator ved into the next phase of the session. 

Large Group introduction to Session IVli Program Administrator 

To begin tiiis phase # staff members introduced themselves aaid 
spoke briefly on where tiiey thought the progrmm and secondary 
education were heading* 

ae program admLnistrator introduced the purpose for the 
evening's get togetoeri gathering EI response to questions 
generated during Session II. The Els then divided into three 
groins, each of which discussed amsng themselves-^with assistmce 
as needed from an attending staff member— the three topic areas 
on the agenda. 

272^ following Bynops 1m of m&ah topic arma inaorpormtm& aomir^ntB 
by All thrme EI groupB* EmphmMiM in mmah session was on EXm 
helping mmch other; EI opinionB and suggestions in turn provided 
input to s^^tUff for future program dmaisions. 
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Appmndix K (Training) 



Althaagh no group's ^d^BaummiQn fdllowed striatly thm topicMl 
mrmMs indicated"and other qumstionB and aonmmnts wove in and out 
of the aQn^mr&atimi"ihe following indicatm thm rwge of EI 
mntributimsi ^ ;^ 



Ways Qf Helping and Encouraging Students Onslte * 

try to get rid of your titleg an^ relate as personal this may be 
easier for an enployee tfian'for a boss or owner ^ but it's a good 
' idea for everyone, . 

"I try' to show them I'm nobody special* I'm just here to help you 
do your pro jeotm,^ I spend a lot of time *with thm atudints trying 
to get them to talk," 

Find out what soto of the student's other interests are and ask a 
few questions about them; try to get to know the student as an 
individual, ; 

Try to prepare your enployees for arrival of a student so they cm 
help the student adjust and "fit in," 

Introduce the student to people at tiie site as soon as poasiblei 
young people are always very impressed when they are given the 
^ ohanoe to meet people from the top of an organisation all the way 
dovm. 

Treat the stkdents like en^loyeesi try to m^e them feel as muoh 
a part of what's going on as possible, whether it's a production 
crisis or a birthday coffee. 

Try to face \to any uncomfortable situation at tiie site; don't 
hesitate to deal itraight on witii "hassles," and help students take 
that approach, too; be honest and encourage them to be* 

Structure their first few es^eriences to guarantee some success 
ind shore \^ their self-confidence i some students discowr success 
for the first time at a sits. 

Judging Student Perforinance Onslta 

You can judge student perforTs^jice—as well as sincerity, attitude 
and. intentions—better th \ora involved with them you get; also, 
their performance will be . 'fected by th© hianan concern you as^ress 
for them and for other people* 

Observe closely how fast students catch on to the tasks inherent 
in ^e job they are e^loring: Can they do what, you suggest as an 
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"axereisa" or laaming activity? they do it in a 

straightforward way^ "<or do they need qm,te a bit of time? Do they 
need more practiee/ perhapa? 

When a student is working on project tasks ^ use the criteria that 
were spelled out with the EBB beforahand* 

Apply the saroe criteria you set for yov^ oym worki specifying 
criteria (how well a job is to be done) also helps an employer 
look at hi^elf and his own job* 

Students will tell you if you' re not doing the right things as 
esployer instructors. 



Halping Studenti Learn About the World of Work and Training 
Needed for Specific Jobs 

students learn about work and training from being at the scene # 
aliitQst by osmosis / that is* observation* 

Help students put what they observe into perspective by "rapping" 
with themi "I have to *deglaTOriM' my site because they think 
it's such hot stuff (radio station); 1 really have to help them see 
there's a lot of roenial stuff involved^ as well as being a 'f^ous' 
DJ," 

Use the Learning Site Analysis Form and interview as bases for 
understanding the potential of your site for involvement * and 
also for becoming vividly aware of all thm tasks combined in your 
job. ^ 

"I try to show them eveEything at one time or mother—the good and 
the bad^ the cleM and toe dirty ^ the morning slack time as wall as 
the afternoon pressures." 

Wrap-up and Reports from Small Groups: Program Administrator 

After reconvening all participants frOTi the three discussion groups 
into OTe large gathering, the pTOgram administrator asked a 
representmtive from each to sxamnariM the main points .made in their 
gro\;^s. Following are sonie representative comments made during 
thLm wrap'-i^ period i 

Wiat turns stiKients on is inconmunicablej it depends on the one-to^ 
one knack. 

Try .to be ota'selves/ be consistent; the program's value is in 
es^osing stuctents to different kinds of eir^loyers. 



AppendJ i: K (Training) 



Treat stvi^-'z:: as peers. 

We need mc*£ i » forma tl on regarding m^ing the Exploration 
Pacv.^ge nwro interesting for both Els and studentfi. 

We ntfed more - ^uack from toe 'program rey.» -aing student rasponses 
and vAiat we might have done to in^prove the ej^erience* 

To judge performMce^ it is in^jortant to specify objectives 
clearly. 

There might also be times for staff to give suggastions on teaching. 

More basic than setting criteria ^ you should ask yourself what you 
expect to do * , 

We need fee<&ackr ^y is the student coming back? Am I doing it 
right? wd so on. 

We need specific tasks and areas of responsibility. 

We perhaps even need some background information ^out individual 
students. 

Set some standards and let students know them, 
EBSs should give more input to Els, 

Sometimes studerta lose interest after a week; aren't there better 
ways to determine interests prior to t^ing on sites? 

Guidance is sharing i a person helping a person sort things out. 
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SESSION III REVISIONS 



The next year^ en^loyer instructors expressed needs for skill 
iiroroveMnt centered around openXng up affective and mutually 
comfortable lines of conmiwii cation with students. As a result, 
Session HI became a full-blown "coTOiunications training session t" 
formatted as indicated on the follqwing acre n da ^ 



7^30 p.m. Greetings 5 minutes 



7t3S Introduction 5 minutes 

Intrbduce resource person 
Give backgromid inforaation 



7:40 Theory Input is minutes 

BolB of Gonsnuni cation in everyday interactions 
Si^portive/defensive climates 



7i55 Four ConiTiunl cations Skill Practice Sessions 

1, Paraphrasing ^ 15 minutes 
Debriefing 2 ndnutms 

2, Perception oheck 15 rnxnutas 
Debriefing 2 minutes 

3, Behavior description 15 minutes 
Debriefing 2 minutes 



Description 15 minutes 

Debriefing 2 minute:^ 



Wrap-Up/Conclusion 



a a 
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APPENDIX L 



Synopsis of Session IV: Feedback 



This fourtt in the smrieB of emplay&r instructor dmvelopm&nt 
sessions (held thm week school anded) emphasized f&mdhmak from 
various comnunity r&sourao peoplm regarding chmngms that mght b 
made in the progrMm to tenter faailitmtB Btudent learning in the 
comp.rnl ty • 

Com^tenay aartifiers—not normally considered part of the 
"employer" network-^werB &l3o invited.- For m feedback smssion 
it was felt that certifier mxperiencms with students away from 
the learning center and their solutions for evaluating studmnt 
performanaa aauld benefit staff and mmployer instructors equally 

Following are brief sumari&s of the evening's discussion topics 
the staff person participating in each discusslBn group is 
indiaated by titla. 
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SESSION IV: FEEDBACK SESSION 
Introduction and Purpose: Program Administrator 

Tha program atoinistrator opened the lassion by e^^laining that 
this was the cliniax of the year^long drive to involve employers 
in the pragram^ not only as instructors # but also as designers 
and evaluators* This would be done by soliciting feedback from 
employers relating to their progran experiences as they hosted 
students as a competency certifier # on an ej^loration or on a 
learning Imyml . 

Each participant was asked to attend one of three groups on the 
basis of his involvement with students* These groups were 
chaired by one staff member and recorded by a second staff member* 
Each person was asked to analyze the topic dealt with by the group 
in terms of three questions i 

1. How has {^) 2 improved since your initial contact wxth 
thi- program? 

2. Wliat are your areas of concern now? 

3. What help as^ you give in future planning for (CT)2? 

Exploration Level Suggestions: Employer Relations Specialist 

A photograph ^d statement as to why the student is there should 
be presented by toe student to the El on arrival and posted by 
the EI* Personnel Md seci^ity people will then be aware why 
students are toere. 

The EI should present the students with a bus toes s ca^'d and 
introduce them to otoex key personnel upon arrival onsite,. 

Studants should wear a (CT)2 patch with their name to identify 
themselves to other ei^loyees and to promote (CT)2 n^e 
familiarity* 

The EI and student should hold a conference at the conclusion of 
the aa^loration to provide the El with positiva and negative 
feedback from the student # and to provide the student with 
fea<tt3aGk from the EI. ^is is the appropriate time for the EI to 
verify con^letion of the esqploration and to enter ccdminents in the 
Ea^loration Package 

The EI should be provided with a checklist describing his or her 
role in the exploration 'process. SomatiMS the student is assigned 
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to a different person on aach day of the exploration. Frequently 
those persons have not bean oriented to {CT)2 and consequantly are 
unaware of toeir role, 

Thm mLtm -ard file shoiild ba aooassible to the student to alert 
him or her to EI ex^ectaUons, The site card should includes 

1* nasie of coE^any and address 

2, nan^ of EI and other key en^loyees (in case EI is not 
available when the student arrives ) 

3* brief description of the job and EI expectations for the 
student in teCTts of appear^ce/behavior/other 

4* preferred time of day and length of stay (for exaEiple, 
a » Q « /p . ni . ) 

5* other pertinent informatibn 

Nine ho^s is too -long for some e^lorations and not lor.g enough 
for otters. Some flexibility should be introduced. If this 
infomation is available to students ^ it may prejudice their 
selection of sites. 



Exploration Package 

OTi the first page , students should write a statement of esqsectatiQns 
before going to the site and statements of impressions after,. 
Ei^loyer ijistructors 'would like to' know of student reactions, 
positive or negative, as soon as possible either during or / 
iraaediately after the exploration. 

On the match/nd.smatch page , we may be supplying too much 
in formation-"-" that is, too many word cues for the students* 
Indieation-of intarests on thi.s page prior to the exploration may 
tend to bias students. Through es^osure to new situations, they 
might develop new interc ats. 

For the comments page , the conference mentioned earlier would be a 
good time for the ea^l^er instructor to verify completion of the 
ejploration and to enter his or her consnants in the package. 

For the intarview^ students should be provided with instructions 
and interview tectmiques prior to the first es^loration. This 
might ba done in several ways % 

1. Bring a radio or TV interviewer to conduct a group session* 

2. Train eifployer instructors at evening session. 
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3. Give amployer instructors a checklist of what students 
need to know. 

4, Students irdght prepare questigns in advanca to share with 
the en^loyer relations specialist and/or leamirif manager 

Eiaployer instrurtoxs don't like toe tape recorder but raalize the 
students' need for it* 



Exploration process 

Find out how students feel about sending Con^uter Information 
Service (CIS) inforMtion to parents* Is it useful to parents? 

An introduction meeting for the employer instructor and student is 
a good idea. It should involve those Els who will work directly 
with students* 



Leamir!g Level Suggestions: Employer Relations Specialist 
Major re cormtten flat ions 

There should be more teamwork (enployer relations specialist ^ 
student ^ en^loyer instr^^n^:^r ^ learning meager} on writing the 
Learning Site toalyEis r^.^m, learning objectives ant projects. 

1, Itaough such teamwork, the imiqueness of each site will 
be a factor in the development of object^yes* 

2* If projects are to Msh academic and job skills 

adequately^ the only way to do justice to the job skills 
is. by allowing the EI to participate in the writing* 

3, Some of the objectives asm not demanding enough i 
cooperation between the student and EI could prevent this* 

4. According to the needs of the students as well as the 
learning site, projects could be either more striictiired 
or more free^-that is, individualized to the character 
of the student and the site. 

There should be a (OT)2 which to evaluate each student 

COTcerning academic background and other si^ificwt 
characteriitics , sucdi as ability to realise time eoiranitments and 
so forth. 

1* Use of this fom by the El would be optional. 

2* After this, it would be up to the EI to request more 
extensive information * 
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Accomtability I becai^e of toe miqueness of each learning site, 
thm isiua of how to deal wito time commitTOnts should be 
individually negotiated. 

1. Weekly (^)2 tin« cards will be* tightly enforced* 

2 . TSBmt the student as you would a re^lar employee—that 
iSf learning the job inclu^s being toare on tiM and 
following throi^h to conclusion, 

3* Sat up a schedule with each student and see hat he or 
Siie maintains it (the EI ahould check the s adent in and 
out) * 

4. iflien a schedule agreement is set ^ between the student 
^d the EI at the outset of the leaning level es^erience, 
thxm should be communicated to the IRS so that monitoring 
and followi^ Qmn be ihcU^vldualized, 

There should be a followup on each student for the benefit Md 
interest of the EI, 

(CB)2 should contact each site once a week for feedback, 
regardless of the niaaber of students there, 

1, ^ma of the Els seemed to feel thm need for more 
encouragement and consistent visits from the EHE, 

2. A telephone call would be better than nothing arid could 
determine the need for a visit. 

Students on an e^q^loration could work with students on a learning 
level to provide more comfortable entry, 

More night Me tings should, be held^ since days are a busy time 
for Els, 



Oteer points well taken 

One site perion present was not an en^loyer instructor ^ and the E"^ 
was not invited to the meeting. It is essential for the 11 to be 
present. 

One EI felt that the program (tritfislation of job skills ^ Learning 
Site Analysis Forrn^ objectives* projects) took over and imposed a 
rigidir-y that did not leave enough opportmity for EI input and 
creativity* 

Perhaps toere should be more stringent selectivity on choosing Els, 
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EMPWym/COMMVNITY RESOURCES 



CQmpetinciis Suggfestionsr Learning Rasource Specialist 



Problems 

First aid con^atency: The 
certifier iDmetimes certifies 
students he or she never sees 
and should have more personal 
contact and practical 
applicatlQnr rather th^ simple 
study and testing* 

The ctrtifier needs clearer 
spe ci f i cations as to what 
students are e^^ected to learn 
or ioiow* 

Sometimas several students turn 
in identical work^ . How ctoes 
the certifier know if they have 
really dona the work needed to 
imdarstand the con^etency? 

It is sometiines ^fficult for 
<;ertifiers to work large groups 
of studants into their business 
schedule " a system is needed to 
Bioduiata the flow of students 



artifiars want more precise 
feedback from students as to 
their interests and con^etence. 
Too in^y studentt seem to be 
doing the con^etencies nof out 
of real interest or sense of 
need, but just to get 
certified. 

Certifiars wish to have the 
right to deny certification 
if performance is not 
satisfactory. 



Possible Solutions 

a training session at a fire 
station or at (CTjj 

a seminar-style class 



Thm learning resourca specialist 
will review each competency with 
certifiers and secure their 
further suggestions* 

The certifier could question 
students orally before 
certification to ascertain their 
levels of understanding. 

Seminars 

Start students on co^etencies 
early in the year; adjust tliair 
schedules to correspond to the 
peaks and valleys of certifiers' 
work demands* 

How al^ut some process oriented 
conferencas? Perhaps counseling 
could be ei^andad in this area; 
soma certifiers would ],ike to 
participate in this. 



T^ey have that rights, perhaps 
this should be clarified for all 
certifiers* 
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Problems 



Possible SQluticns 



fii^ra is too great a contrast 
betwean thA freer, 
individualized style of the 
rest of the progrM and the 
rigi^ty of toe MBipetenoies* 
Cartifiers feel it affeGta 
adversely their relationship 
with st\3dents. 



Point out repeatedly tliat while 
they nay now appear simply as 
demmding tasks, tiiase skills 
will, in the long run, help 
them survive , which is what 
IBGI is all ^out* 



'ftie learning engendared and 
measured by the oon^etencies 
is too l^mited^n_ scope^ . 



A certifier gould commmicate a 
student's need to {^) 2 staff so 
further work in that area can be 
built into the student* s learning 
plani all adiilts involvad should 
try to follow trough more* 



^e eight problems above were stated spacifically by at least one 
certifier, and Uiten agreed to by several certifiers. (CT)^ 
staff perceived two conmion tiireads of frustration rimning through 
the certifiers' conraantsi 

1. *aey want to contribute their time and effort^ but ttey 
wMt to spend it really helping students leam somethingi 
too often they feel they ire me:,aly rubber stamps. 

2. ^e conpetencies are too lifted in SOTpe and should ba 
ei^anded somewhat so that studentr gain a better 
understanding of the area covered by toe co^etency. 

The interest and involvement of the certifiers was ii^ressive, 
as was their geniu^ne desire to teach and help students. In fact 
almost all the problems mentioned derive from what they e^qpcirience 
as the frustration of this motive* it ^is a highly desirable 
attitude that should be reinforced by a careful consideration of 
the certifiers* opinions about tiie conpetenoies* 

If it is decidad that the general scope of the conpetencies should 
remain unchanged, it would be desir^le to BK^sixd certifier 
involvement in the program. Oae way this cm be done is to utilize 
them as special placement sites for individual project work. This 
solution would increase the site resources available to students 
and give certifiers the opportmity for the greater personal 
involvement with students that they desire. 
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EMPWYEM/COmUNITr RSSOURCES 



SESSION IV REVISIONS 



The following year the final development gathering again focused 
on eliciting analysis of explorations/ learning levels and 
CQi^etencies from those involved with students in each aGtivity. 
However, partidular attention was paid to procedures for 
identifyinf students' Basic Skills needs and supporting 
in^vidualised practioe during onsite project work and competency 
certification* 

On the basis of suggestions CDmpiledr several refinements ware 
made in the system for providj.ng students with Basic Skills 
practice both on enployer/cDCHnunity sites and at the leaniing 
center* 
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APPENDIX M 



The Leirning Site Analysis Process: A Simulation 

Following is a fiatiorml account of a firm's recruitment into 
EBCEf its BBlection for exploration and learning by a student and 
thm miwulng praaesM of learning site analysis by &n EBCE employer 
relations specialist and an employer instruator at a par tiaipa ting 
Bite* This simulation is intended to illustratB some of the 
prccesses and prinaiples discussed on pagms 112^118^ Notes to the 
reader regarding some of these topics are also included . 

ThB use of an auto dealership in this eKamplm is not intmnd&d to 
suggest a reconmmnded or "typical" type of EBCE employer /cowmunity 
site- Any conttnunitij agency , place of business or ocaupation^^ 
whether harticulturist or lawyer or professional model—can offer 
significant learning to students in an EBCE program. 

"Brown Chevrolet" is used here because Bveryone is basically 
familiar with such a business and the services it offers^ thus 
providing a common ground from which to illustrate the learning 
site analysis technique. 

For another emmple of a completed LSAFf together with learning 
objectives and student project dmveloped from LSAF data^ see 
Appendix P. 



EMPrj)YER/ COMMUNITY RESOURCES 



PRIOR TO TH£ INTERVIEW 
How the Site Was Recruitid 

Brown ttevrolat is a madi^r aized EBCE ei^loyer site that came to 
the attention of the program' b eirployar relations spacialist when 
Charles Goddard, Brown Chevrolet's general manager ^ heard a talk 
about EBCE at a Charter of Commerce inseting. Afterguards he 
approached Ted Huimnell# the EES who had given the talk, and asked 
him if he would like to come out and aj^lain TOra aisout tha 
prograffi. 

The following week Ted visited the site to meet with Goddard and 
the owner for tha recruitment interview. Both were obviously 
interested in EBCE and agreed to make Brown Qievrolet available 
to EBCT students. 

Thm pBrson with authority to decidB if a place of businBBs will 
join EBCE will vary. Usually it will be the awrwr^ president or 
general nmnagBr. The employer relations Bpecialist must obtain 
this person's signature on the Letter of Intent— regardless of 
whe'^er this person or someone else will work directly with 
students * 

Identifying and Preparing Employtr Instructors 

Goddard^^who would be listed in the program's records as "site 
contact person"" vol mteered to serve also as employer instructpr 
(EI) for students wishing to explore the business as a whole or 
the sales departsient. He asked his shop foreman, Al Armstrong # to 
beconie the employer instruotor for students interested in exploring 
the shop, Goddard knew that Armstrong worked well wi^ people and 
that he was involved in several activities with yoimg people # 
including coaching a Little League team. The office manager 
agreed to be the EI for students wishing to e^lore the office- 

The ownar and all tiiree EIs—Goddard, Annstrong and the office 
manager "at tended the employer instructor orientation session at 
rni .g center the last week in August* - 

Students Choose Sitt Based on Interest 

In late SepteAer Brown Chevrolet Sales Department was selected 
for eKploration by a girl in her sacond year in the EBCE program* 
She told Goddard, her EI# that she had always been curious about 
auto dealers and selling techniques and wa.nted to see for herself 
what it was like. As he signecl her Exploration Package at the 
end of the week, joddard told her he was impressed with her 
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diligence aid ent:ouraged her to return for x learning level if 
she wished. However, she had already choseu a learninf l^'/ex at 
the Better Business iureau and asked instead if she could plan on 
reti^ning to Brown Chevrolet after that for a short^terni special 
plaseMnt, during which she intended to work on a project activity 
on business management. 

Thm week before lhanksgiving a jimior boy named Kelly tobbins 
chose the service departtnent at Brwn Chevrolet for an exploration, 
emphasizing that he wanted to learn about repairing cars. He had 
already been on several ejcplorations at other sites, including a 
motorcycle repair shop and an aircraft maintenance facility. 

Site Analyzed for Learning Potential 

Ted, the ESS, SLtosequently called on Armstrong, who would be 
Kelly's EI, to arrange for the exploration and complete a Learning 
Site Anal/sis Fora (UAP) for the service depairtment. 

An mmploysr or aonmunity location can off&r morm than one occupation^ 
skill a rem or interest area for student learning; e&ch is considerBd 
a potential EBCE learning site and must bm analyzed cmrefully if 
chosen by a student. Whether a learning site is an entire 
organization or one person's job, a Learning Site Analysis Form is 
completBd with the employer in&tructor in preparation for student 
learning. Hence ^ at Brown Chevrolet r the EPS initiated two 
different LSAFs^-one with Goddard for ^e sales department explored 
by the first student and a second with Arnmtrong for the service 
department. When and if a student selected an exploration in the 
office f a third ISAF would becoirm necessary for that aspect of the 
oiganization . 

In planning to meet with Armstrong for the interview , Ted pointed 
out to him that Kelly was already thinking ^out a longer learning 
level to follow his e^loration of the service departinent* Since 
the complete IMPiF is necessary to plan learning level activities'-^ 
only part one, which gathers general site information, is needed 
before a student's e^^loration^^Ted suggested that Armstrong 
arrange for about a two hour meeting during which they would have 
txme to go through both the general information portion and the 
TOre detailed task analysis necessary to design site^related 
project activities, 

Whether ^e two portions of the LSAF are completed in one or two 
sittings will depend on the aircunmtances . Some employers prefer 
one longer meeting , some can allow only an hour at a time. An E^ 
must juggle everyone's comiitmen^ so that the appropriate section (s) 
of the form are completed in time to make available the information 
needed for student learning at a site. 
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Appendix A' (LSAF Simulstinn) 



INTERVIEW: PARI I - (.tNi^/L SITE INFORMATION 



Following is a simulation of the learAing site analysis interview 
between the IBCE employer rblationB specialist (Ted) and the 
service depar^iant's en^loyer instructor (M) , 

Ted: Good morning, Al . Sorry I'm latB-^^-kad to drop a student off 
at the placB next door and I sndrnd up ohattLig wich her 
employer instructor for a fmw minutes* Hw tire you? 

41/ Finm. Busy f ^ut fine. Sit dawn while I run this order out 
to ons of thB itmn^ Can I geir you a cup of co"es on the 
way back? 

Tedi Yes f thanks. 

Al is cut of the office for thrsf or four minutes ^ during which 
time Ted looks around more closely at the work scheduling center = 
references on auto rRanufacturer *s specifications and other 
materials scattered around the office. He notes a few possible 
reading materials/ which he will confirm with Al as they talk. 

Ali Wmllf this is cur day for doing thm job analysis things- 
what^s it called again? 

T&d^ Learning Site Analysis Form. That's sort of a mouthful f but 
we tried to give it a name that says what it is. w& thought 
it was Im^rtant to say Immrning site analysis rather than 
job site or employ mr site. 

Al^ I r&mBn^er something ^out that from the EI developm&nt 

mmeting the other night. And X think I basically understand 
the process-^ just couldn't remmmber the whole name. 



I 
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Spgciil Conditions: Page 1 of thi LSAF 

Tmd: OK, for the first pMgm of the ISAF wm nmed to tmlk MbouA 

wtmt we cAll "spBcl&l conditionB"" things thmt might mff^ct 
a student* & physic&l comfort or safety* First , do mny of 
the following physiaml requiretmnts Apply to a mmchania* s 
job: hmavy li fti ng? 

^ , *f 

Al; Yes, quite a bit, although for the really hett^ stuff likm 
lifting transmisMions , bloaks and so forth we have hoists 
or jacks, 

Tedi Mow about carrying? 

Alt Sometimms^'^mostly in situmtions where hoists or jacks 
won* t work* 

Tmd2 Stooping? 

Ted continued down the list of physical raquiramanta listed on the 
"Spaoial Conditions" paqm, jotting down Al's responsas to each 
item ha called out (sea oppoaite page) • He continued through 
"clothing/ equipment raquirements" and then asked about smfaty 
conditions in the shop* 

Tedi As you know, our insuranae covers any possible aacidents 
here, but we like to be forawkrned about any particular 
problenm or liabilities about the site. What would you say 
about safety 'to a young person coming hmre? 

Ali The two main points wm stress all thm time ar&t bm careful 
when you're moving equipment and aars around so you don't 
hurt anyone or yourself, and positively no smoking in the 
area where repairs are being made . We're strict about this-- 
it's dangerous and wa havm to enforce it to the letter^ 
Smoking where you're not supposed to automatically means you 
find ano^er job. 

Oh, another thing, I don't want to sound uptight and middle^ 
aged, but we discourage long hair around here too^* If they 
have it longer than their collar they have to pull it back 
with a rubber band so that it doesn't fall forward when they 
are working. , ■ , 

i ' ' 

Ted: That's perfectly legitimatm as far as w& are concerned. 

Part of what we think is important for students to learn is 
that, within limits, what an employer says to his employees 
] go^s * 1 And in every working situation it's sometimes hard' 
to sort out the bosses own opinions from other reasons for 
doing things. But thm employees still haw to abide by 
thm rules , 
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SPECIAL CONDITIONS 



Physical Riqulrements 

PlemSB check or enter desariptions of diose r&qairemncs that apply to 
th& sitet 

^ Heavy lifting ^ hiLy€ hDiStsJ ia^/ Alfre d i/^a£^ Ajlm^ /rffy^ 

^jL_CmLnq u^Aa^ ^j-si^/ jdJLkU d^llim^ .^^t \ 

/ itandinq long periods ^ ^4^4-^^ ' 

S itting long pariods \ 



_^Speoial voice qualities 



i/ T olerance for noise ^muI^^ ^ ^ H^^LMg^ jjL^. 

/■S p 




\l T olerance for pdors CMs^^^^td^^w^ J^-^^ ^.^^ ^ , O^Lf ^ ^^^^ ^^^fe- 
j/^ Driving ^ility_ 



Please liMt any other Bpecial physical regai rements ^^^£,,f4,g,^^i^ 



Clothing, Equlpfnent Requlfements j 

_\/^ Dri ve r - s license ^H ard hat C overalls Rain^ foul weather gear 



JJn i f o rm_ 
OTHER 



Saff^'y Condi tloni 

Please describe speaial safety remtraints or conditions as designated by 
the (Employer instructor or contraats and agreements i 



^^^^^^ M^'^ n^^A^^Uk^ 
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Reading Materials' Page 2 of the LSAF 

Tmd^ OK, it- lookB like we'vm aojmred everything on thm first page, 
tie^ct I nm&d to know what remding mmtmrimls would be 
mvMilmJblB to Kelly here in the Bhop^^things an mmployem would 
matumlly havm to read, fflis liMt omn be pretty Impdrtant 
beaauMm it will not only one um and the studmnt m to what 
information's mvmilable about the site, but it asm also be 
usmful if a studmnt is looking for ejctra BAsia SkillB 
things to prmotiae with. 

Lmt mm just run through thij list qidGklyi Job application 
fomm? 

Ali Yes, I QOuld get sonm from the offiae* 
Tmdz Notiaes and signs on job site? 

Al^ (laughs) Yes, you may have notlaed all the eye catcherB 
we've got posted aromid here I 

Ted^ Anything like order forms, invoices md so forth? 

Al^ Sure, we've got plmnty of those things Burt could get into* 
In fact, he can bm involved id completing all the written 
rmaards we do* 

Ted eontinued down the "Reading Materials Giack List" (shovm 
opposite) * He aoncludad by asking Al to pick out what he thought 
were toe three most ifinportwt things Kelly should read while there J 

Ted: Well, tiiere really are a lot of important things that the 
guys have to read to do their jobs* But.,*let's see***! 
guess all the specifications we get from the' mmu fact urers 
on how to repair certain makes and styles of vehicles 
would be one of them* And another could be the instruct ion 
mmuals for our diagnostic equipment. Maybe the third would 
be order fortrm and instructions for obtaining parts and 
supplies* Oh, and the parts manuals themselves can be 
pretty challenging* ^ 

Actually, it's surprising how much the guys do have to read 

around here. Of course, most of them work from memory, 

but every time there's a change they have to catch up on it. 
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READING MATERIALS CHECKLIST 

Whidi of these are Available to students at your site? 

^ Job application forms 

Notices and signs on job site 
171 Forro (order fornis * invoices) 
0 Catalogues 

^2 Brochures or printed advertising 
^2 Manuals and written instructions 
^1 Schedules or lists ' 
Account statements 

Letters, memos, notes (a sampling) ^ 
^2 Eeports , pamphlets, or articles in pi^lication 
Q Telephone lists or lists of extensions 
^\ Address lists 
Q Labels or writing on packages 

Union or Labor Force contracts 

Personnel tests regularly administered 
{^/f Any other specific work^related materials 

List others 



Using the list above as a reference , select three pieces of written 
material you feel muse be read in -order to do the Job satisfactorily^ 



251 



BMPWySB/COmfUNZT^ RESOURCES 



Life Skills Areas- Pagt 3 of the LSAF 

I 

Tmdi Boy, sounds to m like Kelly will bm inorB than busy with all 
thig stuff to re^dl i 

(Ted turns to page toree*) Now, haw do you feel about 
hmlping Kmlly work on projeat activities related to some of 
the following topics and tasks i "Answar quastions about 
yQur invelvement with (CT)2?'^ 

Ali Sure* I don't knm exactly whm.t you mean by th^t, but I'd 
feel comfortable talking to him about it. 

Ted: Well, it's part of what wm call "critical thinking" —getting 
into decisionmaking and how other people form opinions and 
make decisions—for instance the factors you considered in 
agreeing to help kids in (€E),j. 

Would you be willing to review a proj&ct Kelly himelf might 
write about your shop here? Some projects are actually 
designed and written by the students, but it would have to 
be screened carefully by you or someone else at the site to 
make sure it was on target. 

Al: Yes , that sounds fine. Can't think of anything terribly 
controversial ttat could come up! 

Tad continued down the page listing poBs:i^le Life Skills tasks, 
paraphrasing ea^ so that Al wouldn't ba confused by program 
terM or phraseology. For each task Al agreed to, Ted simply 
cheeked me appropriate box, as illustrated at the right. 
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ll^l JKILLS PERFORKANCe TASKS 
^ITM miCH OF THE FQLLCWING TASKS f^QULD YOU 3£ ABLE TO HELP itUDSNTS? 

Crltleal Thinking 

Answer qutstioni abouE your ilnvoiveffient with EBCg, 

BfivLew 4 pro^ecc wpititn by a itiudenE that Lnvslves your piaca Of busintii. 
Functional Cltliinihfp. ' * 



^swtr qutstians ^Quc the wayi in whi'jn variQus aspects sf deRecraey impact 
yous pL#€i of busineiai for inicanee* what rola do ^mployeei play in your 
organisation' i decision m^invj process? 

Aniwef (Questions ^ou& bi^ine^S taMes ^nat'impact your place of busineii; 
for Lnstanci, how does the ;ax work, how lh is sollected and conipu^^d* what 
axamptiorif irt alLowtd* who requiatas and what art Che pinaltiis' 

for tnfraotion? 

Answer quescisns ^oue codei th^.t impact yuuc bUBin^is and employees and 
^ivt your optni^ons ODOUt the feUiCLve mgrLrd uf those sodii > 



Seitnce * , ' 

^1 Help the itudent apply the fivo^^tQii ^uientifis methodi (1)' observe a 

probJefn or proceis;' (2) .look for uategrn^ .^nd s^orrilations ; (3) formulate a 

^eor/ or ny pothes is i (4) use =h«i hyyoths^eii to make a prediction; and 

(I) tesn Uie theory or hypothe^iH as iz miqnz impact your place of business. 



El 

m 



CrLtioue thu ytudont*^ re^'OiTOPfidatinns. ! 

Help .^^udtTit^ identify 'jau^t' .ind .^ffn'.'t LaC ionHh l^jS and iituations at 
your 31 te , 



Personal/Social Oevilopmant 

pyj Help a Jtudent Ldenfiify and analyse a behavior he or she sossesies that 
needs to by itrenqthened or eliminated* 

Allow a student to analyze a conversation in which you are involved. (To do 
this a attudent will try to interpret non-verbal clues such as tone of voice* 
facial expression* body movements* etc** in an effort to understand hpw the 
speaker feels <■ } 

2 Critique i Jtudant's observations. 

Discuss Che manner in which male/female roles affect types of jobs* advancamtnt 
~ and availability within your place of business, ' 

Crtativt Oavelopment 



He i N a m uden t understand c^reat ivi ty not jus t as o^fessid in pain ting * mug le, 
or ^r^iff^^, hut as a process plated to all aspects of lif^: 

i, Ai l iw tno itudent to photograph crnativf* products or metnods 



i*. Ms Ip the vitudent idnnEifv cr^ativn husinesH moth 'ipnrationSi 
0' 'ri^iqnf-' :''pudenE*s ^'jqqosrii^h Of an altornativo to prOfju'dur^^H -'r produc^n 
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INTERVIEW* PART 11 - JOB TASK ANALYSIS 



Tmdt All right. Now we need to reaord what a mmahmnia's job 
aonsists of so wm amn figure out what Kmlly aould do to 
Immrn abocit it^ whilm at thm same time acquiring same ' 
important Basic and Life Skills, And our leai^ning manager- 
Kelly's is Lorna Huntley, incidentmllg^-^will be using this 
information to put together what we call learning objeativmB 
EQ use for designing a project Kelly can do here* 

Al: - That's right, we went over so^ Life Skills areas I might 
i^elp him with, didn- t we? 

Ted: fflipi baek to page 3) Right^-it was this page here* Wmll , 
let's go on to the task analysis part of this form. 

' Getting Starttd 

Ted: You don't have to worry about what I'll writm onto the form. 
Just tell im, about being a mechanic i what is the Job all 
mbout, what does a mechanic have to do, what work is he 
/ responsible for. Don't be concerned ahout the order you 
tell me things. As you talk, I'll jot dwn what we call 

/ "majok. tajr/cs"— the big rBSponsibilities in the job-^and 
"subtasks" "the smaller parts of each big responB^ibility * 
Then when you've described it gmnerally to me, I'll read, 
back to you what I've got so we can agree before going any 

further, , 

= ' ■ -I 

The ERS can decide how to ea^ lain the task analysis f miction and 
how to proceed in terns of what will make both parties feel more 
comfortable. The cue words page (see opposite) may be given to 
the 11 to glance at for "triggers" or may be read aloud quickly 
by the EM, ^e EHS may ask the El to talk informally about the 
job before beginning to write mythingp If the EI finds it 
difficult to get started, the IBS can suggest reviewing' the ciay^s 
or week*s^ acti^ties. 

The EBS can also decide whether to make rough notes on the LSAF 
or record the task analysis on notebook paper for recopying onto 
^e LSAF form later* 
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CUE WORDS 



The ioliawing list of cum wordB amn bm us&d as prompts to help employer 
inBtructorB speaify the kindM of Mctivities that are Buitable for 
scudenCJ learning on their Bites. 



READING 



COMMVNICA TIONS 



MAW 



Identify 

Interpret 

Skim 

Understand 



Compoae 
Copy 

Describe 
Direct 
Dimcums 
Edit 

Enunciate 

Flexible Vocabulary 

Inform 

Instruct 

Interview 

Listen 

Paraph raae 

Persuade 

Record 

SitfnmariEe 

Transcribe 



Add 

Salance 

Calculate 

Calibrate 

Centigrade 

Count 

Decimals 

Degree of Angle 

Degrees of Heat 

Divide 

Estimate 

Fahrenheit 

Formulas 

Fractions 



Measure 

Multiply 

Percent 

Ratios 

SL^tract 

Use Money 



SPBCIFIC JOB SKILLS LIFE SKILLS APPLICATION [ 



Administer 


Develop 


Mark 


Analyze 


Adjust 


Diagnose 


MemoriEe 


dart 


Advise 


Discriminate 


Mix 


Comprehend 


Alph^e ti^e 


Draw 


Nail 


' Create 


Ajialyge 


Drill 


Post 


Empathize 


Appraise 


Drive 


leas on 


GeneraliEe 


Arrange 


Examine 


Repair 


Negotiate 


Assemble 


Excavate 


Repl \ 


Observe 


iofe 


Experiment 


Score 


Perceive 


SuMd 


Fabricate 


Serve 


Realiie 


Classify 


File 


Service 


Relate 


Clean,/ 


Finish 


Setup 


Resolve 


Compare 


Install 


Solder 


Solve 


Compi le 


Investigate 


Sort 


Synthesize 


Control 


Layout 


spray 


Translate 


Coordinate 


Locate 


^ Test 


Use Statistics 


Design 


^i^rtcate 


Type 




Detect 


^-"^lanipulate 


Weld 





1 
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EMPWYEn/COmtUNlTY RESOURCES 



Major Tasks 

Ali OK, let nm first go through in a very general way what a 
amghanic does, Maybm it would hmlp to talk a^out it for 
one parti OTiar ear aondng into tte &hop. That should at 
ImaBt touch on momt of thm things wm do hmrm* 

Again ^ how th^ EI e^laini his job oan v^y, Thm IRB might 
suggest approael^ng it in ter:i^fl ©£ a typical day or wesk, walking 
, through a pcoGess from beginning to and (like the oar approaoh 
abovm) or singly talking in my order and gradually letting a 
frasiework emerge* This will va^ from person to peraoni the IRS 
must actively translate what ie said into a manageable form for 
reoor^^g on the LSM* fomat, 

Ali First of all, when somsonm brings a oar in for rmpsdr you 

havse to figurm out what needs to bm done* Most of the timm 
they'll tmll you somsthing soimds wrong or "it's doing 
something fmmy/' but the^ themelves don't know what thm 
problmm is. Jt-s up to the servl^ representati^ to listen 
to their deBoriptxon of thm problmm and then write thm 
dBsaription md possible amuses on a work ordmr^ 
I 

Thm work ordmr is what toe me^anic uses" to figurm out what 
he has to do* Mm tten usually has to ahmak the car out 
himself to get more spmoifia. For mxamplef the work order 
imy read "hmn in trmsndssion" or "rmttle in dashboard/* but 
the nmohanio h^ to. start invmstigating what it aotually is — 
maybe by takinc^ the oar for a test drive or using some of our 
diagnostia egii. inent. 

Ted I A^eii, thenf that seems like it would be the first major task 
that^thm nmchanic does"trying to figurm out what is wrong 
with the car. 

Ai> Right* Until you do that you can't do mything* Wm call 
this first step "dia^osis*" 

Tmds (Notes ''diagnosis" in the "Major Task*' space at thm top left 
of the first task' dialysis page.) OK, so then what does thm 
mmchmiic do? 

Al r^^^Fi K^i t / Oncm he figures out what's wrong, he does what&ver 
work is necessary, 

Tedi That saimds logical enough (laughs)^ So major task number 
two becomms^'^what shall we call it? Actual repairs? 

All Right* .And then the only thing left for that par Hculmr job 
is lasting what you've done and wrapping things up^^you know, 
cleaning up your work area and writing up the final order* 

i 
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Appmndix M (LEAF, Mmjor Tmsks) 



Teds Good. We'll call thmt jmt "tBsting mnd follcM through" for 
now. (Ha jots down at toa top of the next fa^o task analysis 
pagas "actual repairs" and "testing follow trough,") 

Although ^e EBB needn't show tiia EI the LSW as he writes, the 
left *,jjid pages of thm fom would at this point have the three 
major tasks at the top. 




\ 



MAJOR TASK /^.jO^M^.a-i^ ^//g^ 7^ ^^^^ ^ 



Sub tasks 



C ho* for 



□ 



MATH 



REAQING 
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EMPWYEE/COMMUNITY RESOURCES 



Subtasks 

T&d: OK, let's go bade nw md try to dig into a little more data 
mbout emah of t^ese thraa major tasks, we wmt to find out 
a little mors about what mafce^ up aach one— in other words, 
what their sub^sks are. Let's ^gin with diagnosis^ 

Ali I'd say it's pretty simple, really. The mechanic reads the 
work order and, ^ if neaessary, alarifies what's written on it 
with the mervice writer, ffian he starts his own 
investigation i looking the car over, testing it on thm 
eqMipmmnt, taking it out on the road if neaessary, , 

Ted: Gdod, Haw about if X just break those things out into 

their mm subtasks just as you desaribed them: review work 
order, use Magnos^a equipment, road test. 

Tad and Al proceed in a iimilar way with the two other major 
taaki, extracting for eaeh the subtasks that make them Task 
number one and its siibtasks are illustrated on toe facing page. 
See the attached cos^leted LSAf for what Ted wrote for the other 
two tasks as they talked. 



Appmid£x M (LSAF, SuMtamkM) 



fyftajlia 



m 



□ 



MATH 



Puiidamtnrar 



Fiindam€fl(|}l 



□ 



Fundamtntil 



ApU iiiffi 



^ufiriiinieritil 



ERIC 
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From Sub tastes to Basic Skins 



Mtar aaaiyiiaf subtMki for tiie maja^ tasks they returned to 
major ^Mmk n^Mtomw onm to bre^ dmm madi eubtask evma furtiier into 
skills am IICT stu^tent wuld leam whila parforndng each* 

T0d: wm hmvm to ^ nw 1m mxmminm mmah of toas# &ubtMmkM far 

matt^ wm^ding, wmmmimBtiQn md joi i^wli^d that 

SS(S Mtudmnt »iild laa» to dp* ^© fca^iji^ jf©r "revias/ 
warA ordmr*', tall m a littla nore ^aut i/iiat a studaat 
vould n##d to tooi^ in artfar to a6ie to dm toat adafuataly. 

41 wiatf hm^d nmmd to ia mbla to read soosiiody alga's miidjif 
and inta^rat &rAat the gmrviam raita.r Mant* fhat. wuld 
inwl^ fe^^^yr^ ^^ff?f 77>?^ lifith torro ralatad/ to ayto rap^r and 
rnxdmrMtMiUJig mBmMulnmmn't ttoXt as p^llpmrM and so on« 

H's'd iiav^ to bm ^Im to aawmmii^^tm hrit^ thm Bm^rricm wriwar 
and mymn Momm^wmM with ouM-taBmrm/ mspm^mlly for wM^rmty 
wojdc^ ^Mttm^ly enra in mwhilm you g#t Manrnmnm who's mmd 
Mbout somBthlhff mo thm mmm^nia hm^/to bm k rmMMonMblm 
pmrMon who can handle that iypm of ^ing. 



m 



^undom^nial 



'How «i$M» 



j^^SlA ^4^^^ 



Fiihcinmanfar 
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Appmndisc M (LShF, Si^tasks to Basic Skills) 



Tedi Let me chmak this Bacfe with you, N&c&ssary mth skills 
would be imdmrBtanMr^ measuranjei2ts^-tP whmt degree of 
acaurmcy7 " 

Al: Oh, SAy dedimls to .0015. 

Ted; OK^ Would necessary reading skills usu&lly just be reading 
a handritt&n work order and understanding or interpreting 
somBone else's directions? , 



(Al nods) 
Ted 



And aonmuni cat ions skills would involve talking wiUi both the 
service rmprmsmntativB and possibly a customer to narrow doim 
the problem? All right, let's go on to the next sub task, 
"using diagnostic' equipment." 



COMMUNICATIONS 

^ Now 


SpfClFiC JOe SKILLS 


LIFI^KILL APPLICATION 


i 

1 


Co >ii_ iit<_J JH_fiZJL^^ £4^7^ 















Ted knd Al continue through all the aiibtaaks in a similar manner, 
Tad filling in information on the LSM* as they proceed* The LSAF 
^ pages Ted filled out are displayed on the following pages. 
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EMPLOYm/COMMUNITY RESOURCES 



MAJOR TASK Z^/^^ / j^^ S" 



— ^ 

Subtasks 

(Check box for 
Student PariiCipahon 


MATH 

(How we 1 1 ') 


RfADiNfl 

iHow vvt^ll ' 




Appiieci \ 
''undameniaL 


Applied 
Funddmental 




Applied: /^S^Mcm^ 
C^^Wt4^ U^%-^ ^^^^ -^^"^^ 

FundaaienirJ . . ^ 


Furidamfintal 




Appiifid: 
Piindamencar 


Applied ^UtJ? ^^MH^^ 


□ 


AppliHd: 
Fundamenigl . 


A|)f)l!tKl 

Fundar^Rnuil 's 


□ 


Applied 
/ 


Apf)! i< d 
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Appendix M (LSAF, Sub tasks to Basic Skills) 



COMMUNlCATiONS 

1 How wve! h 


SPECiFIC JOB SKILLS 


LIFE SKILL APPLlCATiON 


CLH^ Se^i^* c^ 
Fundamental 






Funciamenia 1 




1 

i 


Applmd Uj^.¥7h^ £^ 
F unflarfiRntai 






Fundamenia! 




^ \ 


Applied 




1 

1 



mPmYER/COMMUNITY RESOURCES 



MA JOR TASK Q.t^hdAJp 



(Check box for^W 
Student Participation) 


MATH 

(How well) 


REAOING 

! How vvtf it i 




Apphad: ^^^^^^ ^ 
Fundamental; 


AppI led 
Fundamental 




Applied; 

Fundamental ^^^^ul^^'^Aij 


Applied: 
Fundamental 


□ 


Apphed: y_ 

Fundamental: _ ^ n g ^ 


Fundamental LL.*^*^ a^^f^m^^^ 


□ 


ADplieci: 

i 

Fundamental; 


Ap{3lied 
Fundamental 


□ 


Applied; 


Applied 



& 



ERIC 
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App&ndix M (LSAF, Subtasks to Ba^ia skills) 



t How wel 1 } 


SPfCIFIC JOS SKILLS 


LiFi SKILL APPLlCATjON 


Applied 
Fundamenral' 






Applied 
Fundamanial; 






Fundamental ^ 






Applied 
FundamGnraf : 


1 

/ . 


1 


— ^ 

Applied: 
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EMPLOyER/COMMUMiTY RESOURCES 



MAJOR TASK ^^^/^ Fo//m^ 



Subtasks 

*Ch»^ck box tor 
Studenl Panicipotioni 


MATH 


RfAniNQ 


□ 


Applied 


Af"*pl led 

^^^^ ^^.4.^12^^ 




Fund.^mBnial 


Funritimgntai ^ 


n 


Appi itid. 


Appli^'d 




Fundanmntai 


FundafTU'fnii 1 






Appi it?c] 




Ftinduimeiiifit 


FiindnrnMniai 


□ 


Apfihed 


A{j;jii''f^ 




Fundamental 


FuiidiiniHntdl 


□ 

1 

I 

i 


AppI lerf 


' ^^^^ 
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Appendix M (LSAF, Subtasks to Saslc skills) 



j COMMUNICATIONS 


SPECIFIC JOB SKILLS 


LIFE SKILL APPLICATIOIM 


> 

Fundamental 




i 

I 

i 
j 


Applmd 






Applied 




fig f ^ 









F jnrlarnenrij 
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EMPWYER/COmmUTY RESOURCES 



Site Resourcis 

when they have con^leted the breakdown for all subtasks ^ Ted 
concludes the intewiew by filling out the last pa^rs the iorme 
"TtoIs^ toterials ^d Learning Easources" (see facing page). To 
do this, Ted sifiiply rea& the resources listed on the left side 
of the page to Al and records his suggestions, 

TOiis page, inci^n tally, can be filled in d^ing the first part 
=f Che interview to save time during the second part. The materials 
page is printed at the end of the MAF because the infonnation will 
not usually be needed until the learning manager is writing up a 
student's project. 
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-appendix M (I£AFf Site RmsoiLrces} 



TQ0L2, MATERIALS AND_ LEARNING RESOURCES 
AVAILABLE FOR STUDENT USE AT THE SITE 



Tools i^ique to this jobi 



special classes the student might be ^le to t^e i 



Work lamples and materials i 



Heavy equipniGnt: 

Office machines (typewriters, calculators , adding machines, etc.) 



Audiovisual materials ( films / tapes, slides, video tapes) and equipment 
(p-'Q jectors * recQr«?;rb-, cameras) uie stu<3ent ndght use i 
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EMPLOYER/COMMUNITY RESOURCES 



Ted? Well, Al, T tliink that dams it for this tlim. Wa-ve 

d&finitalg yot mnough hBrm to glvm Kmlly quitm a ahoicm of 
things to doi When would you like to have him get startmd? 

Al: Let's sem-^I'll bm out of the office part of tomrrow and 
wB've got a really full day cowdng up on Friday. Mw 
about if hre wait until Monday for his first day? How long 
do you th.-nk hm'll be here? 

Ted: That's strictly up to you^ It usually takms two to four 

dmys for an mxploration, but whatever you fmml coii^ort^le 
wi^ is what wm should agree on. Wb suggest full days 
rather than half days whenever possible ^ tliougn. 

Al: You mean the same hours the shop is open— 7 : 30 to noon And 
1:00 tc 5:30? 

Tad: MOr usually wm stick to fne school dmy^^SWO to 3:00, with 

time out for lunch- Of courSBf if you and Kmlly like , he can 
stay longer in the aftmrnoon. 

Al: ymll, I do think full days would give him a better picture 
of how our shop operates. If he'd like to start Monday and 
stay mtil fhui 'ay or Friday, that would bm fine with me^ 

T&d: Good. I'll see that he gets the mssage. And I really 
want to thank yor for your time. This is going to ba an 
intermsting placB for Kelly to be for the ne^t few weeks. 

Al^ X hope so. I'm glad to think that there's something here a 
young person can get into that might really be of in ceres t 
to hiiW'^or her, as in Jane's case. 

Ted; OK, Al . I' l - call you Tuesday or so to see how everything' s 
going with Kelly. Bye. 
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Apptmdix M (LSAF Simulation) 



AFTER THE INTERVIEW 



After Ted and Al con^letad the Learning Site Analysis Fom^ Ted 
relayed the proposed schedi^e to Kelly/ who agreed and arranged for 
tr^sportation to the site for toe following Monday. 

In Uie siewtime, Kelly *s learning Mnager drew up a list of 
potential learning objectives from toe infoCTation recorded on 
.toe LShF. When Kelly completed toe e^loration and decided he 
wanted to retimi to Brown Chevrolet foi a learning levels toe 
learning objectives were OK*d by toe EI and became the basis for 
an individualized project negotiated between Kelly and hif 
learning manager* 



APPENDIX N 



Stu-ont Learning and Financial Productivity 



Bmaausm EBCE stadmntm ^xprnriBnae thmlr lemrning by working 
AlongMidm adults in thm aommmi ty ^ nmny questions are raised about 
their status in aQmpmrisow to pmid employees at thm sites they 
visit. A nmw EBCE progrmm must affirm ve^ marly its position on 

1* students working for pay at sites where they 
are also learning 

2. students continuing a task morm times than it 
takes to Imam it, thereby resulting in 
benefit to the employ mr 

fCF)2 respondBd to this dilemma by formulating written statemmnts 
an both issues. These statement are givmn to the sita aontact 
person at tte time of sitm rearuitment and 'Uscussmd with &aah 
employmr insnruator before hm or she hosts student. 



Appendix N (Productivity) 
(CE)2 STATEMENT REGARDING STUDENT ONSITE PRODUCTIVITY 



In the Sxperiance-Based Career Education model at Conw^unity Experiences 
far Careai' Sducation* Inc.^ the ward "produ-jti vity" is used in several 
different ways, Stydenta are told that they are e^^ected to be 
aducatianally pgoductive j that is, they in their roles as learnere are 
to produce obvioua resets and participate in learninQ activities in a 
sificery and conscientious manner. Employers are told that students are 
not to be financially productive i i^at is* students are not to turn out 
units of work that result in financial profit for the employer, the 
coEnpany or the organization. 

It is a poliL of iCE) 2 that educational productivity (as described 
below) is the foct^ of tiiis entire program and that tiie conditions 
listed under financial productivity are unacceptable, 

Educa t ionaX _P z^oduc ti vi ty occurs when students are productive in the 
learning sense and afree to tasks that have the prospect of resulting in 
maaningful learning experiences. Students use equipment i handle 
materials; maXe^ as^ draw and paiAt thin^js j and perforin services 

for the pwirpose of le as much as possibli; ahout how these ^ings 

are done and how it feels to do them They also help identify and 
design ieaminf activities and comply a learning objectives that are a 
part of closely monitored learning plans. 

Students come to understand what ^ings need to be done in a work task 
and also why they need to be done. Students do a variety of tasks and 
rem in in sp^eific work areas only as long as those areas are returning 
obvious learYiing h'^nefits. The student's "payoff* is in terms of 
understandings acquii^^d, skills learnedT habits developed and e^cperiences 
gained. Students ^aight be very productive but the production should 
definitely serve an educational purpose. 

Financial Productivity occurs when a student remains on ona job with 
the intent of perforaTng that 30b* In such cases, the student lurns 
out work compari^le to ^at of regular omployeea that could be 
sold for profit in ^e interest of the sompany or organization. The 
student might or might not be offered a salary and might replace an 
existing enployee or a potential employee* Emphasi.s is on the production 
of physical things ra^er than developMnt of attitudes and values. 
Evaluation would be on the basis of quality and volume of physical work 
done . 



EMPLOYSR/COMmNITY RSSOU.RCES 

{CE)2 POLICY ON STUDENT LEARNING AND WORK FOR PAY 



It LS poliuY of (CE) ^ that students do not receive financial re^isfcurss.T.^r.t: 

for any activities on tmplgyer sites wnile repreianting the CCE)^ program. 
Reason.^ for chis policy are as followai 

1. Paying the studiant eraates lagal and fLnancial barriers detriR^ntal to tnc 
prof ram Cwork permits * withholding requirtmints ^ tax reporting, union 
maulers hip and so on) * 

2. P&ying the student .suggasx^s produetive woxk has been done. Students must 
not be productive while on entployer sites for learning purposes (Rule 

of thu^ : the student should, demand more of the einployer lita in terms of 
tiae^ actention* materials and so forth than he ie returning in the way 
of produc = 1= .'•n or iervioei*) 

3» Employers would soon be clasLiified as those willing and those not willinn 
to pay students. Thii is not a valid determinant for employer site usf . 

4. Students are reluctant to leave a lite where they are receiving cay^ 

must retain ti'ie flexihility for new sites to be selected when the learning 
potential of the current one is e>tf\austad, , ■ 

3. It has been our ej^erience that when pay and learning are mixed the pay 
activities caKe precedence, 

students do earn a niqh school diplorna for succtssful conpletion of this 
program. In addition are offered an extsnnivt. education that 

reqyires facillti^^s^ staff and rsiaterials. 

The ^ove policy does not suggest, however, that (CE) j is in any way prejudiced 
against students working for rroney , Th^ opposite is true, Adequ ; ^e pay for 
honest and productive work is cencral to the purpose of career education. We 
lo think the two activities steuld hm separated. Thersforei 

1. Students dre encouraged to find employment utside program hours. 

^, We will permit employers to hire students from (CE) j but there is no 

expectation that they do so,- ^^ny such asreement will be entirelv between 
the effployer and student, 

3. St. dents wtlL be placed on and moved from employer sites according to ^he 
educational issues involved, ^^o consideration will be given to a 
student's employment on a site. | 

! 

4. Studer.ts may hold part - time jobs during the day as long as yne hourly 
requirements of the 'CE)^ program are met- Such eir^loyment may ti by 
employers participating in the (CE)2 pr'^uram, Jobs with employer-.j wh-ir-^ 
students are currently placed or have had a learr^ing level placement must 
be performed be fori i : JO a.m, or after Si 00 p*ra* on wee^^days or on 
wet*kends and vacations. in no case will work for p^iy hourg on (CE) 2 
employer sites coincide w ■ th program hours. ; 

! 

5. We will make available to students r forTnation about job opportunities 
as t^iey come to our attention. 
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APPENDIX 0 
Intervliw With An Employer Instructor 



Recently a student rwporter for the Tigard EBCE progrBm' b 
ne'^^lettmr f (CE) ^ News , x n tm rvi mm d an mmploy&r inB^ruator to 
explore some of his apinlom about the program. 'Mis EI was 
chosen for the interview beaajse he had been with the program 
from its beginning" both as an employer i nBtructor and as a mender 
of the board of directors^^and aould provide sor.e us^fu^ 
guidelines for newly recruited employer instruators . FoUowing 
is an eMted tranmcript of the aonverBation. 



AN EMPLOYER INSTRUCTOR COMMENTS 



1. WhM.t aharmcteri sties do you feel an employer instiTuctox" needs? 

Each tisa wa have a new atudant we laarn something. An employer 
instructor must be willing to struggle a little bit to learn about 
an individual student* At each site you have to find somebody 
who enjoys his own job because ha won't show someone else his job 
satisfactorily unless he likes it himself. He should have an 
interest in toe (CS)2 program and= in students genarally* You need 
an enthusiastic kind of person, not one vjho is just putting in time 

An employer instructor should be natui'al and show his job as it 
reaJ.ly is^ not try to put on for students. If you try to shcrw your 
jcb to be more important than it is or even lass important than it 
is a student will perceive this and mark you as a phony* 

2. What are some things an employer instructor am do to help a 
student maintain interest in t^e job? 

En^loyers should think of t. j to keep a student's interest 
alive through participating so the student is involved^ not just 
watching* For erampler ask tilie student^ "Could you mix this for 
me," or "Watoh this gauge and record ch&iges/' AtamtQr^, 

^ne employBr must walk the fine line beta^raan limit^^g a student -s 
experience to observing and having a student be e ^Dmically 
productive on the site. He must never utilise th student for 
work an anployaa would otherwise be hired to do. ^^at happens 
ideally is a trade-off for the ajfplpyer and tiia student. 

Students need tjo do activities relatoid to the actual job being 
Qxplored or laamad. not menial tasks around tlie place. 
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SMPLarER/COMMUNIT^ RESOURCES 



Particularly on the learning level and skill building level the 
students can get involved in actual job uasks. For instance, at 
Gaergia Pacific on these levels a student might be given an actual 
project to do. 

At Georgia Pacific we ahow filM on the industry to vary the 
presentation of infonnation about the site* Sometimes we let 
students sit in on meetings so that they see how business actually 
functions • We utilize a variety of employer instructors at the 
site so that students get a good idea of the variety of jobs 
available . 

An eirployer has to play it by ear. If he is interested enough he 
will find ways to reach the student and create interest. It's 
helpful to have a coordinator at the site/ somebody who should be 
ready to receive a student and get the student going. Students 
should not be left jusc sitting aroimd waiting; people's time is 
important. 

3. Da you have any suggestions for helping a student adjust to 
clraumstancBS that my he dlfferBnt from any In his or her 
past experience? 

Welli that's a hard one. You could try to find out the student's 
background so that you can point out relationships between his 
past experiences and ttie site. For exMple? if the student grew 
up on a farm you could stress toe sindlarity between heavy farm 
equipment and equipment on tiie site. Also you can analyze your 
own staff to t^ to match up employer instructors and students in 
terns of tenperament. 

4. How can an employer instructor help a student who has prohlems 
with Basic Skills such as reading writing and math? 

Basic Skills is tiie hardest part of tiie (CE) ^ program to inplement 
on toe ei^loyer sites* People in education tend to believe that 
toe Basic Skills requirements of most jobs are higher toan they are. 
For instancer at Georgia Pacific some Basic Skills f mictions such 
as trigonometry are laed so seldom toat toe employee who needs toem 
on occasion looks toem up* But also schools tend to neglect toe 
very very basic things such as spelling* 

Tliere are different kinds of probleM and projects here every week 
so toat toey follow no predictable pattern, Ihis makes it 
difficult to plan. Baaic Skills work for students. A problem is 
toat some of the reading materials we use are so difficult that it 
would turn off a student to that particular job if he were 
immediately introduced to them. But we -re going to have to do more 
in toe Basic Skills* It seems to be toe weakest part of the program. 
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Appen di x O ( Employ &r i n tarvi &w} 



5. judging from your past expsrisnce what is a successful wau to 
disauss with a student probleTm of personal hygiene or 
grooming without hurting or alienating the studant? 

We haven* t had rany problarrB with this. If it's something minor 
such as a student wearing a T-shirt saying^ "I live to boogie," 
X feel it's batter to let the student learn from observation of 
employees what kind of dress is appropriate. If it were something 
actually offensive suA as coming to work dirty then I would tell 
Aem very frankry that a change was necessary if they wished to 
stay here* In the case of long hair then students would be 
required to fix it in such a way as to insure safety aromd 
machine]^. Otherwise it*s no problem. 

6. What mbout a girl who ahooses clothing styles that re-veal her 
midriff and navel? 

I'd probably ask her to wear one of our lab smocks. But this 
siisjact should be discussed generally at the learning center and 
let the er^loyers lay down tiie hard and fast rules particular to 
a site. Some things practically all employers would object to 
such as very poor hygiene or bare navels; toese things it would 
be mora appropriate for t^e (CE) 2 staff to discuss with the student 
before he or she goes out to the site- Otherwise it looks bad for 
(CE) 2 a reflection of what you will tolerate. 

7. P^hat are tJie prirmry benrnfits an employer instructor reaelves 
from partiaipating in the (CS) 2 program? 

If matched wall with a student an employer instructor will find 
someone who really is interested in his work and that will be 
satisfying in itself. Some employees are isolated in their work 
on special projects; the student gives them someone to talk to 
about their work. ThB hardest part ^out any job is cornmuni cation, 
trying to tell otter people ^out your ideas, h student gives 
employers a chance to brainstorm ideas with a new person . 

We're not too proud to take ideas from anybody — the competition or 
students. We often give a newly recruited employee a problsrn no 
one else has been able to solve. He^ not knowing it is impossible, 
sometimes solves it. ^is is something that could be done with 
students on a long-term skill building level- We haven't done 
enough of this. It wouldn't be feasible on short-'tarm placements 
and we always have to be careful not to overstep the limitations of 
the placements as to student productivity. But student:s need to 
know their ideas are important and their work is important* 



APPENDIX P 



Sample Learning Site Analy^ii Form^ 
Learning Objectives And Reiultant Student Project 



Fallawing is a sat of exAmples showing 

1, a Learning Sitm Analysis Form (LSAF) completsd for 5 
particular sitm- 

3. pricritizmd l&arning obj&ativms written by the learning 
mmnrngBT from th& LSAF and sequBnced by the Bmployer 
Instructor 

the individually nBgotiatmd pro j act that was subseguBntly 
designed by the learning tmnager and student to incorporate 
key lemrning objectives relatBd directly to the site and 
its learning potBntial 

These examples are intended to supplement discussion of the learning 
Site Analysis Form that appears in "Site Utilization/* pages 112-117. 
For additional treatimnt of the ISAFf learning objectives and 
project f sea several places in Curriculum & Instruction i "Learning 
Plan Negotiation/' pa gas 72^75; "Projects /- pages 214 and 236-241; 
"Learning ^ Skill Building Levels/' pages 301 and 320. Appendix C 
of that same t^nrlbnok also displays another set -^f examples similar 
to those sho\' following pagBS . 
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Appendix P (Sample LSAF 




experience-based 
coj'eer education 



LERRNING SITE 
nNR LYSIS FORm 



BUSINESS/ INDUSTRY 



DEPARTMENT POSITION 
ADDRESS/ PHONE ~" "^^ 



EMPLOYER INSTRUCTOR 



EMPLOYER REL^ 
DATE 



Appendix P (Sample LSAF) 



SPECIAL CONDITIONS 



Physical Requi renients 

r 

PlmBSB aheak or enter descriptions of those requirenmnts that Mpply to 
the site/ 



_i/_Heavy liftin g .^^^J- ^^UJ-^ €^ 



^ 5 topping _^^H L^fi^4^ ^^-^^^^ 



w/^S tan ding long perioda d.^^ — ^ ^^^t 
^Sitting long periads 



Special voice qualities jO^^yuC^g^ "^^^'g^ ^^Xg^^A^n^^^^ 



Tolerance for noise 



/ S pecial appsarance y^yt^^^A^ ^ -^-r^ p^c^-rm^^ 
y/^ T olerance for odors ^^^^^^^^^^j^^_£^^^^^^^^^^^^u^^^^^^^ 
D riving abilit y /yta a-M^ ua^Aa^^^ AS cm^^ dJuCk^ n^^^L^ 

PleMs& list any other special physical requi rements 



Clo things Equipment Requi riments 

Driver' 5 license^ Hard ha t C overalla R ain, foul weaker gear 

Un i f Q r m / 

0 THE R 

^ Safety Conditions 

PlBMse desaribe spealAl safety restraints or conditions as designated by 
the employer instructor or contracts and agreements : 
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EMFLOyER/COMMUNXTY RESOimCES 



READING MATERIALS CHECK LIST 

Whiah of thmse are available to studBnts at your site? 

Job applicatxon forro 
^ NoticeB and signs on job site 

Forms ^cdar fo^ ^/ invoices) 
1^ Catalogues 

Brochures or printed advertising 

Manuals and written instructions 
pgl Schedules or lists 

Accomit statements 

Letters, mmos , notes (a san^ling) 

Reports / paniphlets, or articles in publication 

Telephone lists or lists of extensions 

Address lists 
^2 Labels or writing on packages 

Union or Labor Force contracts 

Personnel tests regularly administered 
^ Any other specific work^ related materials 

List others 



Using the list abovm as a rBference^ select ^jc&e pieces of written 
material you feel must be read in order to do the job satisfactorily ^ 
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Appendix P (Sample I£AF) 



LIFE SKILLS PERFORMANCE TASKS 

WITH WHICH CF THE FOLLC^IU^^ WCVLD i-X SE ABLE TO HELP ^sH' DENTS T 

Critical Thinking 

Q Answar questioni atoout your involvement with EICS, 

Review a prw^i^ct wri^^en by a student that involves your place or business. 

Functional Citizinship 

Answer questions about the ways in which varioi^ aspects of democracy impact 
^ your place of buainess- for instance, what role do employees play in your 
organisacion* s decision making processr 

Answer questions about business taxes that impaot your place of bysiness,- 
for instance, how does the tax work, how li it collected and computed, what 
exemptions are allowed, who regulates the tax and what are the penalties 
for infraction? 

rn Answer questions about codes that impact your business and employees and 
give your opinions about the relative merits of those codes. 

# 

Science 

Help the student apply the five-step scientific method: (1) observe a 
^ problem or process; (2) look for patterns and correlations; (3) formulate a 
theor%' or hypothesis; (4) use the hytJothesis to make a prediction; and 
(5) test the theory or hypothesis as it might impace your place of business. 

1^ Critique the student's re cofmnendations . 

Help students identify caus^ and t^ffect relationships arid situations at 
your site. 

Ptfsonal/Social Development 

Help a student Ldentify and analyse a behavior he or she possesses that 
^ needs to be strengthened or eliminated. 

Allow a student to analyEe a conversation in which you are involved. (To do 
this a student will try to interpret non-verbal clues such ^rmn f .oice, 
facial expression, body movements, etc*, in an effort to understand how the 
speaker t-, U . 

Q Critique ^tuzienVs observations. 

r"' Discuss -h- manner in which mala/female roles affect types of jobs, advancement 
\nd avaLixoiiity within your place of business. 

C'^eative Oevelopment 



Help a student understand creativity not just as expressed in -painting, music, 
or crafts, but as a proce.as.--^l^ted to -ail a^^^ of lifei 

a. Allow th© student to photograph creative products or methods 
at your business, 

. Hen the student identify creative business me^^hodr, or jpera , 



Cr: ^ a student* s suggestion of an alternative lo procsdures or produrriLs. 



SMPLOrSR/COMMmiTr RESOURCES 



i^d.^-LLK fni^^n^- P^y^fy 
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Appmndix p (S Ample LSmF) 



CUE WORDS 



Thm following list of cm words c&n be used as prompts to help employ 
instruatorB sp&cify the kinds of mcti'^^itiss that are suitable for 
studmnts iB&rnlng on their sites. 



READING COMMUNICA TIONS MATE 



Idantify Compose Add Measure 

Interprat Copy BalanGe Multiply 

Skim Dascriba Calculate Percent 

UnderBtand Direct Calibrate Ratios 

Discuss Centigrade Subtract 

Edit Count Us a Money 

Enunciate Decimals 

Flexible Vocabulary' Degree of Angle 

InfOCTl Dec ^ ^ It 

Instruct D- 

Interview Est. .e 

Listen Fahr^.^iei t 

Paraphrasa Formulas 

P a r s ua de F r a c t i on s 

Record 

SuiTOarize 

TrMscribe 



SPECIFIC JOB SKILLS UFE SKILLS APPLICATION 



Administer 


Develop 


Mark 


Analyze 


Adjust 


Dia^ose 


Memoriae 


Qiart 


Advise 


Discriminata 


Mix 


Comprehend 


Alph^atize 


Draw 


Mail 


Create 


Analyze 


Drill 


Post 


En^athiza 


Appraise 


Drive 


Raason 


Ganaraliza 


Arrmge 


Examine 


Repair 


Negotiate 


Assan^le 


Excavate 


toplaca 


Observe 


Bore 


Experiment 


Score 


Perceive 


Build 


Frtri ate 


Serve 


Realize 


Classify 


File 


Service 


Relate 


Clean 


Finish 


Setup 


Resolve 


Compare 


Install 


Solder 


Solve 


Conpile 


Investigate 


Sort 


Synthesize 


Control 


Layout 


Spray 


Translate 


Coordinate 


Locate 


Test 


Use Statistics 


Design 


Lubricate 






Detect 


Manipulate 


mid 
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SMPWyER/ COMMUNITY RESaURC£:S 



MAJOR TASK OEOEES 



Subtasks 

tChMck bQ% for ^ W 
S'uden! Paffic ipahon r 


MATH 

(How wel 1 ) 


READING 

' How well) 


u 


Fundanienial 


Fundamental; 




App! i'^d 


App! red 
Fundamenra! 


^.tiULi^ o\.dLM» C^Mjfc l~| 


F'lndnmLMifai 


Applied i ^ /I 

I, PTD 

Fundamental ^qjuAjuJ) 




Fundnmf.'nlti 1 


Applied 
Funda/nenrai 




i 


AppI led 
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Appendix P (Sample U^AF) 



COMMUNICATiONS 

How sVHi i 1 


SPiCIFlC JOB SKILLS 


LIFE SKILL APPLICATION 








^^^^ - 

Fundamental 


Of^iiddL fl.gft^ AC4^ ^ 




Fundamental 






Fundamental 








A T lit yfl f <Tri i^^^m. 

1, ^^am^ , 4. 4.yUi^ 





I 
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EMPLOYER/ COMMUS I TY BESOURCES 



MAJOR TASK OTHETL 



r" - 

Subtasks 

1 C hf^Ck DO* for 

Studeni Part iCtLJa! ion i 


MATH 


(How weJI i 


READING 

• MOW wei ! ! 










Apphed ^^^f^^^MX^^ 










Fundamental = 




r— 1 
LJ 


i 




Fundamental 




LJ 


FimtlamHnfal 




Appned "J^^^Pfi^^ 
Fundamenial 


d A ^ r 








ApDiied 
Fundamsnta 1 






=— = /t/j-i L 


AppI led 
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Appendix P (Sample LSAF) 



COMMUIMICATIONS 

(Hovv Weill 


3PfC!FIC JpB SKILLS 


LIFI SKILL APPLICATION 


Fundameniai: 






Applied; 

Fundameniai; * 


- r ^ 1 » 




s 

Fundamanial: 






Applied 
Fundamentaj; 




^AA^M> ^A^m^ eM44iu^ 


Applied 


> 
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EMPWyER/COMMmiTY RESOURCES 
MAJOfiTASK OTWfJt --^^ 



SubCiiks 

(Check ton for ^ w 
Student Panicipation) 


MATH 

(How wein 


READING 

(How weil) 




\ 

Appiied: 


Appiied: 




Fundamentai: 


Fundamentai: 




Applied: ^a^^^A^ufl^ X^W 


Applied: /^^^ ^ma^ 








Fintilaititinial 


Fundamental: 


□ 


Aj>pl ied 


Applied: 




Fundamencai 


Fundamental 


□ 


Applied 


Applied: 




Fundamental: 


Fundamental; 


□ 


Applied: 


Applied: 

f 



Appandl^ P ( Sample LSAF) 



COMMUNfCATlONS 

iHow weii) 


SPiCIFiC JOB SKILLS 


LIFE SKILL APPLICATION 


Appiied: 


A j_ A 0 — B * 

^« ajA AMi^3&irH. 




Fundamentar 
















■ 


Fundamental' 






Applied 






Fundamental 






Applied; 


i 




Fundamental ; 


1 




Appiied; 
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EM^WyER/COMMUNITr RESOURCES 



TOOLS, MATERIALS, AND LEARNING RESOURCES^ 
AVAILABLE FOR STUDENT USE AT THE SITE 



ToqIb unique to this jobi 



Spacial Glasses the student mght be able to takei 'T^^^iia ^ 



work saB^les and materials: Sh^ CJt^ ^f^^^^^ ^^^^ 4#m^^^wu 
Heavy equipTOnts 



Office maGhines (typewriters, calGulatorS/ ^^ng maQhlne^ ate J 



Audiomsual materials (films, tapes, slides, video tapes) and aquipment 
(projectors, recorders, cameras) the student mi At usei 



■ 7 



Precision instruments i , 
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Appendix P (Leatning Objectives from LSAF) 



LEARNING OBJECTIVES 



The follming activities have been written from t^ie Learning Site 
Analysis Form for wy^.^^ "H%-Lm^^^^^^ , y/^fi ^ f^ 

and re fleet activities a student can do at that site. 

1* Daironatrate an ability to raad^ understand and praperly fill 
out order forM* 

2. Esdiibit the ability to undarstand and deTOnstrata die pricing 
of items in the store. 

3. Fill out a job application form. 

4. Learn to read, compute and fill out account statements. 

5. Read newspaper obituaries to be famliar with the information 
contained herein to allow the student to deal with people who 
might call to m^e arrmgeTOnts for a funerai. 

6* Demonstrate mathematics skills in correctly makingf change for 
customers on purchase of items from this store. 

7. Demonstrate an understanding of the process of markup in terms 
of the cost for a particular flower versus the selling price. 

8. Demonstrate the ability to estimate the time used in preparation 
■ of flowers for a wedding and demonstrate the skill and ability 
.that would be necessa^ .to make such preparations* 

9. Measure accurately and cut ribbons to be used in flower 
arrangements, bws and so forth. 

10- hdd and subtract on orders, , . 

11 • Demonstrate the ^ility to ccaimimicate with people over the 

telephone in dealing with customers and in dealing with placing 
of wire orders for local deliwry. 

12. Understand the pricing system and be able to quote to .customers 
the prices for particularly requested merchandise* 

13. Show a knowledge of the floral trade by being aware of the 
amoimt of business avail^le in this are^ what opportunities 
might be available for a person wishing to enter this biainess 
and what kinds of training would be required to conduct such 
a business successfully. / 



EMPWYm/commi^ ^sources 



14. D^roenstrate ^he ability to advise c^tomers of minimum 
order sizes • 

15* Be able to inform cuatowrs of varidi^ price ranges and 
alternatives within tihose prioe ranges. 

IS* Ascribe tte various kinds of flower arrangements that are 

avails la in various priae ranges and have a good voc^ulary 
of descriptiva terms for this work. 

I 

17, ^arn the haros of flowers, color and variety arid be able to 
desoribe those to customer * 

18, Demoastri^te telephene sJcills in using a telephone with three 
t^^UT^ lines . 

13* Becord acourately on an order form delivery name, /type of 

arrangement^ whatever ira-faage for the card and signature, time 
And day for dQlivery, billing name and address and if a wire 
se^i^cse is mmd note which wire service* 

\ 

20* rmuh^x^m and discuss thm reaning of the term florist as it is 
usfe*^ in tte floral trade* 

21* Consult wire order catalogues for florist infornation. ihis 
would include FTD, Telaflora, Florarax and'^'the American 
Floral Sarvice. 

2?* He Bnl9 to d^-cribQ the differences and similarities anong toe 
wire orf^,c ^--a'cvlce companies who act as a clearinghouse for 

2.^*, i^'car^ K'l iUtsiO ^ £ms vomers in sudi a manner as to allow them 
in f A'j^'"^.^ j " b^^j>g available for advice without making the 

cxm'^io^ukn r;^*i50ured- . ' 

24* Discuss the reason for or thm necessity of m^inrj Wo copies 
of ^.11 order foOTS . .. ' 

25 p Draw a flow chart describing how orders for thm day are handled. 

26. Describe various methods for getting merchandise to elastomers i 
town deli^ry# will call^ plant and wire service* 

27. Know tiie cost of flowers Md materials. 

28. MmDnstrate the ability to keep on hand toe necessary inventory 
of major and special event needs.' 

29. Demonstrate "toe ^ility to handle an emergency need where 
materials are called for toat are not on hand. 



App&ndix P (Learning Objectives from LSAF) 



30. Demonstrate tha ability to go to flower markets daily to pick 
up supplies including flowers and materials. 

31* Learn the basio prinaiples of flower arri^ging for both 

fijneral arrangements and wedding arrangements as wtll as other 
special kinds of arrangements* 

32. Describe ^e various tools and materials necessary to make 
floral arrangements^ methods of watering and maintaining 
flowers once thmy are in toe arrangements. 

33 p Describe tile uses or disposition of flowers that have been in 
the shop near the maximum of their blooming time. 

34* Describe the suit^ility of different kinds of flowers for \ 
Afferent kinds of uses as well as types and shapes of vases 
as ttiey relate to particular flower types, 

35. Describe and demonstrate the procesFi of -rleaning and cutting 
flowers* cutting the stene, understandiay the different needs 
of different kinds of flowers. 

36- Demonstrate an imders tanding of how to revive flowers that 
have be gun to wilt* 

37.; Become aware of factoM not related specifically to flowers 
that are involved in maintaining a flower shop such as 
sweeping the floor # washing glass and ^ases ^ vacuuming and 
so forto* 

38* Demonstrate an uhderstandihg of the bookkeeping system and 
the billing system/ < 

39. Describe in a flw chart the SKact steps involved in preparing 
^d delivering flowers for a wedding*. 

40* Understand thm delivery schedule on a daily basis and learn to 
write such a delivery schedule* 

41* Demonstrate thm ^ility to read a road map and find particular; 
addresses on a flower delive^^route. - \^ 

42. Demonstrate the^ility to dress in a manner that will prove 
■ acceptable by customers. \* 

43* E^monstrate the ability to understand toe requirements of van 
maintenance and cleaning. 
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LIFE SKILLS AREA CREATIVE OEVFLOPMENT 



STUDCNT NAME 



Shafon Rawlins 



EMPLOtER INSTRUCTOR 



Helen Windsor 



PRODFCT TITLE 
EMPLOYER SitF 



Petals and Thorns 



Flowers by Helen 



LEARNING MANAGER RATIONALE/ ASSESSMENT'. 

This pro jet' £ is de-signQd to aIIgw Sharon to putsiw h&t intyft^^t in tho fiord J 
bus muss , Whilo doing CJiis Shafon will d^v^lop ^nd rfe/nsnstf^C*? har ykills find 
undt^t^iLmidiii^ o( tho ate^tive ptoci^SM . Shu ll work on basic uunimuni Ciiti an Jnrf 
math ski i Is ^nd beeo/r^ (dmili^r with ch# oper^tiOfidi ssp^ats of ^ ssmli biuiinuiis. 



STUDENT RATIONALE: 

/ hopu to Is^rn muah pssjiifit* Miuut tht.' tlotiMt busitiuHy^ fly finishithj thit 
project t*m Mure 1*11 hj^rtt d groat d^iil And it will bt? prof i tub , 



STARTING DATE- 
TARGET DATE 



DATE RECEIVED 

ERS CERTIFICATION 

CRITICAL THINKING 
WRAP-UP COMPLETE _ 

COMPLETION DATE 



PROJECT EVALUATION; 



RECOMMENpATIONS:. 



i 

I 

I 



ACTIVITY 1 
DATE 



Mdsr&tanding the pap^^ock Involvad In 
runninf 4 Si^ll buiineaa: 

A, Sharon will fill out properly a job 
applioatidn form 



B, Bharon will l^arn to jfead, soi^ute and 
fill out aeoount stat^raints. 



Sharon will fill ouc aoeurately an 
order form^ 



RISOURCES 



A, Job appl U_%r on lucm 



B» AssOUnt itatetr^nta 
Employer in st rue tor 
Bookkeeping infors^tian 

Order form 



PRODUCTS/CRITERIA 
Unlcms othBrwiss Mp^oifiedf praducts and 
oritmsiA will b& nsgotidt&d with your lM 



A QQH^iettd appliqatlon fox^ approved 
by the en^loyer inatruQtor 



EI Cmrtifiantien 

Aotivities dons to the satisfaetion of 
Uie employer Instruotor 



SI CsFtifieMtisn 

A ooffipleted ord^r form idone to the 
eatlsfaotion of Uia ei^loyer instruqtori 
order will inoludei delivery itaraei 
type of arrangement^ message for card 
and signature, time and day for 
delivery^ billing name and address 
and wire service (if used) 



EI C^rtifiQation 



EVALUATION 



ERLC 



3i 




ACTIVITV 2 
DATE 


RESOURCES 


PRODUCTS/CRITERIA 
UnlewM othmiviBs specif i#d^ productM and 
etitsris will tm nsgotimted with your LM 


Devftlop^nt of salaa skills: 








A, 


Sharon will denDh^trate mn undiirst^nding 
of the pricing systeii &EEurstely quoting 
to qustpners pric^ rsfig@s alfcernatives ^ 


Isployer instructor 
Prising guide 

Catalogue of flower arrangemunti 




To the satisfaction of the eB^loyer 
instruGtor 




Sharon will deaonstrstg math skills by 
mUcing ah^inge correctly for ous tome rs< 


Telephone 


B, 


W Csrtificatio/i , 

To the satisSaqtion of the employur 
instructor 










EI CsttiiiQAtion 


c* 


Sharon will bg able to desoribe variois kindM 
of flayer arrange^enta in different 
pries ranges. 






To the satii faction of the employer 
instructor 










EI CmftiiiG^tion 




Sharon will deabnstrate her ability to 
deal with sustoiaerg on the telephone. 






TO the satiifaytion of the einployer 
instructor 










El CsrtifiamtiQn 


EVALUATION 


^ — . — — — — ^ 
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ACTIVITY 3 
WTI 



the atudffftt will Igam ssso of the skills of 
ML floriBti 

A, Sharon will dtSScrLb^ in d#tAil th^ EKit^y-'ei i i i ^i?^ i y ^ * r 

involved in m^ing a ^lofil arrangement. 



Sharon /ill aesqribq fiv^ varieties ot 
flowery— to include eslor wariatlong, 
rofsion uses and pssuliaritigo invol/ed 
in cheif sar€ and prepafatisn, 

C, aharpn will damsnitrate her knewledgo 
^ of the hs^sio principles of ^klng 
floral arrangements for f ungrala , 



IVALUATlOfi 



PROaJCTS/CRlTERIA 
Unlesg QthsrwidQ $p^oifi^df products jna 
criteria will be nt^gotiAt^d with your LM 



% 
B 

i 

8 



h wtittuM dts&L i ii-'l Lull Lw bfei tfWaliidLud 
On form, cantent and writing skills 



Et Ct^Tt i fl^ii tiun of content 



LM Cprtiticatinn 
A written deacrintlQn of fiva flowers 



To the satisfaction of nho efnployer 
instruotor 



Certifies tlo/i 
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ACTiVlTY 4 
DATE 



RESOURCES 



Sharon will design ind prsducg g floral 
arrangs^nt for a cuitsmgr, pricg hyc work 



Knowledqe arsd Hk : I l^j frum 
au'ti vi ties 1,2,^ 

Empluyer iriscruuLui 

^Hslf! and materidlH aval lab I 
in thu flowtif yhgp 



EVALUATIOH 



u X U 



PRODUCTS/CRITERIA - 



A floral arrangement dOfiy tu tii^ sat Ig f agt luri 
uf the emt^lcsyer ih^trugtur ii/id yhown to and 
diiicuiiged with Uiu learriing mafiayijrj a ci)luF 
phnroyiaiih 



£f Cur tifiCiiCion 



